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PREFACE

By enrolling in this self-study course, you have demonstrated a desire to improve yourself and the Navy.
Remember, however, this self-study course is only one part of the total Navy training program. Practical
experience, schools, selected reading, and your desire to succeed are also necessary to successfully round
out a fully meaningful training program.

COURSE OVERVIEW: In completing this nonresident training course, you will demonstrate a
knowledge of the subject matter by correctly answering questions on the following subjects: mission,
organization, and functions of the Navy Supply System; supply procedures afloat and ashore; classification
and identification of material; COSAL; procurement; material receipt, custody, and stowage; inventory
management; expenditures; accounting classifications; afloat accounting and reporting; automated supply;
maintenance and material management systems; material handling equipment; and packing, marking, and
shipping material.

THE COURSE: This self-study course is organized into subject matter areas, each containing learning
objectives to help you determine what you should learn along with text and illustrations to help you
understand the information. The subject matter reflects day-to-day requirements and experiences of
personnel in the rating or skill area. It also reflects guidance provided by Enlisted Community Managers
(ECMs) and other senior personnel, technical references, instructions, etc., and either the occupational or
naval standards, which are listed in the Manual of Navy Enlisted Manpower Personnel Classifications
and Occupational Standards, NAVPERS 18068.

THE QUESTIONS: The questions that appear in this course are designed to help you understand the
material in the text.

VALUE: In completing this course, you will improve your military and professional knowledge.
Importantly, it can also help you study for the Navy-wide advancement in rate examination. If you are
studying and discover a reference in the text to another publication for further information, look it up.

1996 Edition Prepared by
SKCS Jonathan L. Smith

Published by
NAVAL EDUCATION AND TRAINING
PROFESSIONAL DEVELOPMENT
AND TECHNOLOGY CENTER

NAVSUP Logistics Tracking Number
0504-LP-026-8780



Sailor’s Creed

“l am a United States Sailor.

| will support and defend the
Constitution of the United States of
America and | will obey the orders
of those appointed over me.

| represent the fighting spirit of the
Navy and those who have gone
before me to defend freedom and
democracy around the world.

| proudly serve my country’s Navy
combat team with honor, courage
and commitment.

| am committed to excellence and
the fair treatment of all.”
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INSTRUCTIONS FOR TAKING THE COURSE

ASSIGNMENTS

The text pages that you are to study are listed at
the beginning of each assignment. Study these
pages carefully before attempting to answer the
questions. Pay close attention to tables and
illustrations and read the learning objectives.
The learning objectives state what you should be
able to do after studying the material. Answering
the questions correctly helps you accomplish the
objectives.

SELECTING YOUR ANSWERS

Read each question carefully, then select the
BEST answer. You may refer freely to the text.
The answers must be the result of your own
work and decisions. You are prohibited from
referring to or copying the answers of others and
from giving answers to anyone else taking the
course.

SUBMITTING YOUR ASSIGNMENTS

To have your assignments graded, you must be
enrolled in the course with the Nonresident
Training Course Administration Branch at the
Naval Education and Training Professional
Development and  Technology  Center
(NETPDTC). Following enrollment, there are
two ways of having your assignments graded:
(1) use the Internet to submit your assignments
as you complete them, or (2) send all the
assignments at one time by mail to NETPDTC.

Grading on the Internet:
Internet grading are:

Advantages to

e you may submit your answers as soon as
you complete an assignment, and

e you get your results faster; usually by the
next working day (approximately 24 hours).

In addition to receiving grade results for each
assignment, you will receive course completion
confirmation once you have completed all the
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assignments. To submit your
answers via the Internet, go to:

assignment

http://courses.cnet.navy.mil

Grading by Mail: When you submit answer
sheets by mail, send all of your assignments at
one time. Do NOT submit individual answer
sheets for grading. Mail all of your assignments
in an envelope, which you either provide
yourself or obtain from your nearest Educational
Services Officer (ESO). Submit answer sheets
to:

COMMANDING OFFICER
NETPDTC N331

6490 SAUFLEY FIELD ROAD
PENSACOLA FL 32559-5000

Answer Sheets: All courses include one
“scannable” answer sheet for each assignment.
These answer sheets are preprinted with your
SSN, name, assignment number, and course
number. Explanations for completing the answer
sheets are on the answer sheet.

Do not use answer sheet reproductions: Use
only the original answer sheets that we
provide—reproductions will not work with our
scanning equipment and cannot be processed.

Follow the instructions for marking your
answers on the answer sheet. Be sure that blocks
1, 2, and 3 are filled in correctly. This
information is necessary for your course to be
properly processed and for you to receive credit
for your work.

COMPLETION TIME

Courses must be completed within 12 months
from the date of enrollment. This includes time
required to resubmit failed assignments.



PASS/FAIL ASSIGNMENT PROCEDURES

If your overall course score is 3.2 or higher, you
will pass the course and will not be required to
resubmit assignments. Once your assignments
have been graded you will receive course
completion confirmation.

If you receive less than a 3.2 on any assignment
and your overall course score is below 3.2, you
will be given the opportunity to resubmit failed
assignments. You may resubmit failed
assignments only once. Internet students will
receive notification when they have failed an
assignment--they may then resubmit failed
assignments on the web site. Internet students
may view and print results for failed
assignments from the web site. Students who
submit by mail will receive a failing result letter
and a new answer sheet for resubmission of each
failed assignment.

COMPLETION CONFIRMATION

After successfully completing this course, you
will receive a letter of completion.

ERRATA

Errata are used to correct minor errors or delete
obsolete information in a course. Errata may
also be used to provide instructions to the
student. If a course has an errata, it will be
included as the first page(s) after the front cover.
Errata for all courses can be accessed and
viewed/downloaded at:

http://www.advancement.cnet.navy.mil

STUDENT FEEDBACK QUESTIONS

We value your suggestions, questions, and
criticisms on our courses. If you would like to
communicate with us regarding this course, we
encourage you, if possible, to use e-mail. If you
write or fax, please use a copy of the Student
Comment form that follows this page.

For subject matter questions:

E-mail:  n313.products @cnet.navy.mil
Phone: Comm: (850) 452-1001, Ext. 2167
DSN: 922-1001, Ext. 2167
FAX: (850) 452-1370
(Do not fax answer sheets.)
Address: COMMANDING OFFICER
NETPDTC N314
6490 SAUFLEY FIELD ROAD
PENSACOLA FL 32509-5237

For enrollment, shipping, grading, or
completion letter questions

E-mail:  fleetservices@cnet.navy.mil
Phone: Toll Free: 877-264-8583
Comm: (850) 452-1511/1181/1859
DSN: 922-1511/1181/1859
FAX: (850) 452-1370
(Do not fax answer sheets.)
Address: COMMANDING OFFICER
NETPDTC N331
6490 SAUFLEY FIELD ROAD
PENSACOLA FL 32559-5000

NAVAL RESERVE RETIREMENT CREDIT

If you are a member of the Naval Reserve,
you may earn retirement points for successfully
completing this course, if authorized under
current directives governing retirement of Naval
Reserve personnel. For Naval Reserve retire-
ment, this course is evaluated at 12 points.
(Refer to Administrative Procedures for Naval
Reservists on Inactive Duty, BUPERSINST
1001.39, for more information about retirement
points.)
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CHAPTER 1

THE NAVY STOREKEEPER

This training manual has been prepared for
members of the Regular Navy and Naval Reserve in the
Storekeeper rating who are peparing for advancement
to Storekeeper 3rd and 2nd class. The Advancement
Handbook for your rating contains detailed information
about the Navy Advancement System, a bibliography
for advancement study, Personnel Advancement
Requirements (PARS), and PARS administration
procedures.

This manual has been organized to give you a
systematic understanding of your job. Study the subject
matter of this manual carefully. It will not only help you
toward advancement, but expand your knowledge of
supply department operations. This knowledge will
enable you to become a more proficient Storekeeper,
and the Navy will profit from the skills of a proficient
craftsman.

Your contribution to the Navy depends upon
your willingness and ability to accept increasing
responsibilities as you advance in rate. When you
assume the duties of an SK3 or 2, you begin to accept
responsibilities for the work of others. As you advance
in your career, you accept responsibilities in military
matters as well as the occupational requirements of the
Storekeeper rating.

Your responsibilities for military leadership are
about the same as those of petty officers in other ratings
since every petty officer is a military member as well as
a technical specialist. Your responsibilities for
technical leadership are special to your rating and
directly related to your work as an SK. The operation
and maintenance of a ship’s supply department requires
teamwork. It requires a special kind of leadership
ability that can be developed only by personnel who
have a high degree of technical competence and a deep
sense of personal responsibility. Strive to improve your
leadership ability and technical knowledge through
study, observation, and practical application.

STOREKEEPER RATING

The Storekeeper rating is a GENERAL RATING;
there are no service ratings. Storekeepers order,
receive, inspect, stow, preserve, package, ship, and issue

materials. They also account for Navy-owned material
(equipage, repair parts, consumables, and subsistence
items); prepare forms, correspondence, and reports;
maintain records and files; and operate office
equipment.

To qualify for Storekeeper 3rd class, you must have
acquired a broad general knowledge of the supply
department functions, as a whole, and a detailed
knowledge of those functions that you will be required
to perform.

You will be expected to know how the supply
department is organized and be able to assume supply
office duties which include (to some degree) all of the
above responsibilities.

To advance to Storekeeper second class, you must
know more about the operation of the supply
department, and be able to perform more complicated
duties than you did when qualifying for advancement
to third class.

By this time you will have to know how to prepare
and maintain ship’s records required to account for
supplies and equipage funds assigned to forces afloat,
and obligation reports to type commanders. You will
have to know how to determine routine requirements
for general stores, equipage, and repair parts. You must
also be able to supervise others in receiving, handling,
and stowing material. You should know the regulations
pertaining to storage and processing shipments of
personal effects.

STOREKEEPER JOBS

Organization charts can be misleading, for they
show each job as a separate and distinct responsibility.
This is seldom the case. It is difficult to separate the
areas covered by supply since, with the exception of
ship’s store and foodservice, they are interrelated, and
each area is directly affected by actions in all the other
areas. Usually the responsibilities of a Storekeeper
encompass parts of more than one area. The following
job titles are used throughout the text to describe a
specific function within the Storekeeper rating and do
not necessarily refer to job titles used on your ship.

¢ OPTAR Records Storekeeper



® Receiving Storekeeper

¢  Storeroom Storekeeper

®  Stock Records Storekeeper

® Office Storekeeper

® [Issueroom Storekeeper

®  Requisitioning/Purchase Storekeeper
®  Receipt Control Storekeeper

® Technical Librarian

While all of these jobs are normally performed on
all ships, the degree of specialization within a supply
department is dictated by its size.

You will be able to do a better job if you develop an
awareness of how your particular job fits into the overall
responsibility of the supply department. In this way,
you will not see yourself as performing an insignificant,
unimportant drudgery, but rather that each function
contributes to the general effectiveness of the
department.

Neatness and legibility of records should not be
overlooked in the rush to complete a job. Remember,
someone else may have to use the records in performing
the job, and a number incorrectly read will probably
result in an incorrect report.

Morale is a word having a great deal of significant
in the Navy. You, as a Storekeeper, can contribute much
toward the morale of your ship by giving courteous,
tactful service to personnel of all departments.

Afloat billets for SK3 and SK2 may include anyone
or more of the areas discussed in this book and maybe
located aboard any ship in the Navy. Shore duty billets
are usually more specialized, but generally will be
similar to afloat jobs.

THE STOREKEEPER'’'S CAREER
DEVELOPMENT

Career development, is a process that provides the
technical, administrative, and leadership skills needed
for a career in the supply field. To help you plan your
career development, the Navy provides a specialist
called a Career Counselor, an Advancement Handbook
for the Storekeeper rating and nonresident training
materials found in Publication NAVEDTRA 12061,
Catalog of Nonresident Training Courses. Any serious
considerations for planning a career in supply requires
that you investigate these sources. As a first step in your
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investigation, see the person responsible for the
administration of the supply department’s training
programs.

The primary source for enlisted career development
has been the Navy’s formal school programs. While the
importance of this type of training cannot be
overemphasized, it should not be viewed as a cure-all
approach to your career development. To effectively
meet the real world responsibilities of your rating, the
development of high quality performance requires that
your career development be designed to provide a
timely mixture of formal training and practical
experience. These topics, and others, you will want to
discuss in detail with those involved with assisting you
in planning your career objectives. Career development
is not purely automatic; it requires your personal
attention and participation.

TRAINING MANUALS

Training Manuals (TRAMANSs) (such as this one)
are prepared for most enlisted ratings. A TRAMAN
gives information that is directly related to the
occupational standards of ONE rating.

TRAMANS are revised to keep them up to date
technically. The revision of a TRAMAN is identified
by a letter following the NAVEDTRA number. You can
tell whether any particular copy of a TRAMAN is the
latest edition by checking the NAVEDTRA number and
the letter following this number in the most recent
edition of Catalog of Nonresident Training Courses,
NAVEDTRA 12061. (NAVEDTR4 12061 is actually
a catalog that lists all current training manuals and
courses; you will find this catalog useful in planning
your study program.)

Each time a TRAMAN is revised, it conforms with
the official publications and directives on which it is
based; but during the life of any edition, discrepancies
between the TRAMAN and the official sources are
almost certain to arise because of changes to the latter
which are issued in the interim. In the performance of
your duties, you should always refer to the appropriate
official publication or directive. If the official source is
listed in NAVEDTRA 12052, the Naval Education and
Training Program Management Support Activity
(NETPMSA) uses it as a source of questions in
preparing the fleetwide examinations for advancement.
In case of a discrepancy between any publications listed
in NAVEDTRA 12052 for a given rate, the examination
writers will use the most recent material.



TRAMANSs are designed to help you qualify for
advancement. The following suggestions may help you
to make the best use of this TRAMAN and other Navy
training publications when you are preparing for
advancement.

1. Refer to the Advancement Handbook for
Storekeeper before you study the TRAMAN,
and refer to it frequently as you study.
Remember, not only does it contain a
bibliography for advancement study, it also
contains the PARS and PARS administrative
procedures.

2. Set up a regular study plan. It will probably be
easier for you to stick to a schedule if you can
plan to study at the same time each day. If
possible, schedule your studying for a time of
day when you will not have too many
interruptions or distractions.

3. Before you begin to study any part of the manual
intensively, become familiar with the entire
book. Read the preface and the table of
contents. Check through the index. Thumb
through the book without any particular plan,
looking at the illustrations and reading bits here
and there as you see things that interest you.

4. Look at the TRAMAN in more detail, to see how
it is organized. Look at the table of contents
again. Then, chapter by chapter, read the
introduction, the headings, and the subheadings.
This will give you a pretty clear picture of the
scope and content of the book. As you look
though the book in this way, ask yourself some
questions:

® What do I need to learn about this?

® What do I already know about this?

® How is this information related to
information given in other chapters?

® How is this information related to the
PARS?

5. When you have a general idea of what is in the
TRAMAN and how it is organized, fill in the
details by intensive study. In each study Period,
try to cover a complete unit such as chapter or a
section of a chapter. The amount of material that
you can cover at one time will vary. If you know
the subject well, or if the material is easy, you
can cover a lot at one time. Difficult or
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unfamiliar material will require more study
time.

6. In studying any one unit, chapter, section, or
subsection, write down the questions that occur
to you. Many people find it helpful to make a
written outline of the unit as they study, or at
least to write down the most important ideas.

7. As you study, relate the information in the
TRAMAN to the knowledge you already have.
Read any information you can find about a
process, skill, or situation and try to see how it
ties in with your own experience.

8. When you have finished studying a unit, take
time out to see what you have learned. Look
back over your notes and questions. Maybe
some of your questions have been answered, but
perhaps you still have some that are not
answered. Without looking at the TRAMAN,
write down the main ideas that you have
received from studying this unit. Don’t just
quote the book. If you can’t give these ideas in
your own words, the chances are that you have
not really mastered the information.

9. Use nonresident career courses whenever you
can. The courses are based on TRAMANS or on
other appropriate texts. As mentioned before,
completion of a TRAMAN can be
accomplished by passing a nonresident career
course based on the training manual. Taking a
course helps you to master the information
given in the TRAMAN, and also helps you see
how much you have learned.

SOURCES OF INFORMATION

Besides training manuals, the Advancement
handbook for SK lists official publications on which
you may be examined. You should not only study the
sections required, but should also become as familiar as
possible with all publications you use. TRAMANS
cover the subjects that may appear on the advancement
examination. However, the examination may cover the
subjects in more depth or breadth so, you also need to
study the other publications listed for Storekeepers.

One of the most useful things you can learn about a
subject is how to find out more about it. No single
publication can give you all the information you need to
perform the duties of your rating. You should learn where
to look for up-to-Date authoritative information on the



subjects related to the naval requirements for need for advancement and for everyday work is
advancement and the occupational standards of your contained in them. Some are subject to change or
rating. revision from time to time, some at regular intervals,

Chapter 2 of this TRAMAN discuss most of the others as the need arises. When using any publication,

publications you will use. The detailed information you be sure that you have the latest edition.
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CHAPTER 2

SUPPLY ORGANIZATION

This chapter provides basic information about the
ashore supply system and the shipboard supply
department. You will learn how they are organized and
what functions they perform. As a Storekeeper, you
may be assigned in any of the following functional
areas: accounting, correspondence and reports, stock
control, ordering, receiving, storage, or the supply
support center. In later chapters these various functions,
and the duties associated with them, are discussed
separately and in detail. Our primary interest is in
seeing how the various functions that are performed at
different command levels merge so that the supply
system can accomplish its missions. It is important that
you understand this interrelationship if you are to do
your job successfully.

THE NAVY SUPPLY SYSTEM

The Navy Supply System is a part of the larger
Federal Supply System that manages millions of
different items. Knowing the functions of the various
Navy Supply System organizations will help you
understand how your job relates in managing these
items. Also, you learn how your job links to other
commands, bureaus, or offices in the Federal Supply
System. As the Navy Supply System evolved, the
organization for supply management has similarly
evolved. The organization has developed to respond to
the many changing working requirements. The
management part of the Navy Supply System
organization consist of the Assistant Secretary of the
Navy and the Chief of Naval Operations.

The office of the Assistant Secretary of the Navy
(RESEARCH, DEVELOPMENT AND ACQUISITION)
is responsible for supervising the Navy-wide policy in
production, procurement, supply and disposal of
material.

The Chief of Naval Operations (CNO) is
responsible for planning and determining the material
support needs of the Navy’s operating forces. This
includes equipment, weapons or weapons systems,
material, supplies, facilities maintenance, and support
services.

The CNO commands all activities known as the
Systems Commands. The systems commands are:
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® Naval Air System Command (NAVAIR)

® Space and Naval Warfare Systems Command
(SPAWAR)

e Naval Facilities Engineering Command
(NAWAC)

® Naval Sea System Command (NAVSEA)
e Naval Supply System Command (NAVSUP)

NAVAL SUPPLY SYSTEMS COMMAND

The Naval Supply Systems Command (NAVSUP)
is responsible for providing supply management
policies and technical guidance for Navy material to
activities of the Navy and Marine Corps. Guidance
includes provisioning, cataloging, inventory
management, distribution, materials-handling, traffic
management, transportation, packaging, preservation,
receipt, storage, issue, and disposal functions. Except
for those items specifically assigned to other systems
commands or offices. NAVSUP administers and
manages the Defense Business Operating Funds
(DBOF), the Navy Resale Program, and the Navy Food
Service Program. They also maintain official property
records for material in store. NAVSUP exercises
management control of field purchasing offices,
inventory control points, supply centers, and other
offices concerned with supply support. For a complete
listing of NAVSUP’s responsibilities, and those
specifically assigned to other commands, refer to Afloat
Supply Procedures, NAVSUP P-485, chapter 1.

The Navy’s supply manager is the Commander,
Naval Supply Systems Command. He makes sure the
Navy Supply System operates as a single entity.

INVENTORY MANAGERS

Navy inventory managers have primary
responsibility for the managing assigned groups or
categories of items of supply. The primary function of
a Navy inventory manager is to provide effective and
efficient support to the fleet and shore (field) activities
of the Navy. Navy inventory managers include systems
commands, project managers, bureaus, offices



(including Military Sealift Command), and inventory
control points (ICPs) under the command of NAVSUP.

Inventory managers, under the command of
NAVSUP, exercise primary inventory control
responsibility for the various items of supply used by
the Navy. Inventory control responsibility actions
include:

¢ determining material and money requirements

e initiating procurement and disposal material

® the positioning and repositioning of material

Navy inventory managers participate directly in the
various Department of Defense and Defense Logistics
Agency interservicing and cataloging programs.

All materials used by the Navy are considered as
items of supply and will be managed by an ICP.
Excluded are those items assigned to a single agency or
military service inventory manager for supporting retail
stock or end-use requirements of the military services.

Navy inventory managers other than the ICPs
include systems commands, project managers or offices
of the Navy Department. A systems command, project
manager or office is assigned responsibility for a basic
Navy program that requires the development, use, and
management of material. Their interest in material is
only in their programs and is as broad as the program
itself.

FLEET AND INDUSTRIAL
SUPPLY CENTERS

Fleet and Industrial Supply Centers (FISCs)
provide a variety of logistics support services to fleet
and shore activities as well as overseas bases. FISCs
are echelon 3 commands and report to the Commander,
Naval Supply System Command. In managing
consumer end-use material, FISCs are responsible for
determining inventory levels, procuring, receiving,
storing, issuing, shipping, or delivering material to the
customer. Three overseas FISCs also manage and store
an intermediate level of inventory and Navy wholesale
inventory for Navy Inventory Control Points (ICPs) that
directly supports the fleet. Fleet units send requisitions
to the FISCs that will either issue the material or refer
the requisition to the cognizant ICP. If the stock point
makes an issue from wholesale stock, the FISC will
report this transaction to the ICP that manages the
material. The ICPs will use this transaction item report
(TTIR) to determine future procurement and positioning
of replenishment stock. FISCs also operate
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SERVMARTS that function as a retail outlets. Fleet
customers can use the SERVMARTSs on a walk-in basis
and buy material with a money value only document.
SERVMART stock is usually limited to only high usage
consumable items.

The following activities are representative stock
points:

® FISC, Charleston

® FISC, Guam

® FISC, Jacksonville
¢ FISC, Norfolk

® FISC, Oakland

® FISC, Pearl Harbor
e FISC, Pensacola

e FISC, Puget Sound
® FISC, San Diego

® FISC, Yokosuka
FLEET COMMANDS

The commander in chief of a fleet is responsible for
establishing general logistic policies, plans, and orders
for the support of fleet and shore activities in his area.
He establishes standards of logistics and logistic
readiness. He disseminates information to subordinate
commanders that is relative to operational logistic plans
or projects and coordinates logistic activities of
subordinate commanders. He is also responsible for
conducting the supply operations assistance program
(SOAP). The fleet commanders in chief are assisted in
their logistic responsibilities by the fleet supply officer,
a professional in supply and transportation matters.

The fleet supply officers are the principal logistic
agents for the fleet commanders. They assist the
operational and type commanders in developing
logistic doctrine and procedures.

TYPE COMMANDERS

Ships of a fleet are grouped by ship types and are
assigned to type commanders (TYCOMS) for purposes
of administration. Their supply corps officers advise
them of supply requirements, and requirements in Navy
Department and fleet supply directives. They make
recommendations to the type commanders on matters
regarding supply policies, procedures, and conditions



of readiness affecting ships of the type command.
These supply officers supervise the replenishment of
supplies from mobile supply units under the operational
control of the type commander. They also review and
take action on requisitions submitted by fleet units that
require approval of higher authority. They also conduct
inspections of supply functions throughout the
command as required or needed.

AFLOAT SUPPLY ORGANIZATION

The head of the supply department is the supply
Officer. The supply officer is either a Supply Corps
officer assigned to that duty or a line officer designated
as such by the commanding officer. The supply officer
is responsible to the commanding officer for the proper
performance and administration of all supply
department functions. (See OPNAVINST 3120.32,
Standard Organization and Regulations of the U.S.
Navy, par. 328.) Although responsibility and
accountability for certain supply department functions
may be assigned to subordinates in accordance with
chapter 1 of the NAVSUP P-485, such assignments do
not relieve the supply officers of their responsibility to
their commanding officers for the proper performance
of the functions so assigned.

SUPPLY DEPARTMENT FUNCTIONS

Afloat supply functions are categorized into
material support and service functions. Material
support functions relate to operational and maintenance
requirements, while service functions entail operating
service facilities.

MATERIAL SUPPORT FUNCTIONS

Material supply functions include procurement,
receipt, stowage, issue, and accounting for the
following types and quantities of material necessary for
the operation of the ship:

consumable;

e equipage;

®  repair parts;

inert nuclear weapons material and associated

test and handling equipment, tools, and
consumable;

® fuel (preparation of procurement documents
only);

® ship’s store and retail clothing stock (when

facilities are provided);
e food items;

medical and dental supplies, in special
accounting class 207 ships. (Procurement
only, in end-use ships.)

Material not included-The following types of
material are not included under afloat supply
department functions:

° Ammunition, ammunition containers, and
ammunition details will be the responsibility of
the ship’s weapons officer.

War reserve stockpile nuclear weapons and
major assemblies obtained through operational
channels will be the responsibility of the ship’s
weapons officer.

Navigational or intelligence charts, maps, and
related publications will be the responsibility
of the ship’s navigator.

Marine Corps material is the responsibility of
the officer in charge of the detachment.

SERVICE FUNCTIONS

Service functions include the operation of the
following facilities:

o The enlisted dining facility, including the
preparation and service of food.

® The ship’s store and related activities where
facilities are provided aboard, may include:

retail clothing store
soda fountain
vending machines
laundry
drycleaning plant
barbershop
tailorshop
photographic shop

o Disbursing government funds (when a Supply

Corps officer has been specifically y ordered to
this duty).

(a) Wardroom mess

(b) EAM/ADP



The supply department could well be called the
service department. Most supply functions are
accomplished by finishing materials for the ship and
services to members of the crew. These services should
always be provided promptly and courteously.

SUPPLY DEPARTMENT
ORGANIZATION

Organization is the orderly arrangement of
personnel by functions. Sound supply department
organization is necessary to carry out the objectives of
the department and will vary in accordance with the
mission, physical characteristics, and complement of
the unit. The Department assigns responsibilities and
authority to individuals within the organization. The
department head prepares a Supply Department
Organization Manual that should contain a description
of the functions of each component of the department
and assign areas of responsibility and authority as
prescribed by the type commander. It should also
include tasks of key personnel.

Organizational charts for the department include
identification of essential functions and a clearly
defined channel of responsibility and authority. Typical
organization charts for large and small ships are
illustrated in figures 2-1 and 2-2. As a guide in
identifying supply functions to organizational
components, the typical large ship is outlined below:

® General Stores (S-1 Division):

SUPPLY OFFICER

General—The general stores component
procures, receives, stores, expends, and
accounts for consumable, equipage, repair
parts, and other material. Maintains required
records. It also prepares correspondence,
reports, and returns; and performs required
obligation recording.

Stock Control—Stock control functions include
determining requirements, preparing
requisitions, processing receipt and expenditure
documents, and maintaining related files and
records. It also performs financial accounting for
material, maintains related files and records;
maintains material catalogs, allowance lists, and
technical publications, and prepares related
correspondence, reports, and returns.

Storage—Storage functions include the
receipt, storage, inventory, and issue of
material; the maintenance of related files, as
required; and the cleanliness and upkeep of
assigned storage spaces.

¢ Foodservice (S-2 Division):

General—The foodservice component
operates all phases of the enlisted dining
facility and makes authorized issues, sales, and
transfers of food hems.

Records and Returns-Records and returns
functions include determining of requirements,
preparing requisitions, processing receipt and

-
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Figure 2-1.-Organization of a supply department of a large fleet unit.
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Figure 2-2.-Organization of a supply department of a small fleet unit (without Supply Corps officers).

expenditure documents, conducting
inventories, and maintaining related files and
records. It also accounts for food items, and
prepares related correspondence, reports, and
returns.

Food Storage—Food storage functions include
the receipt, storage, and issue of all food stocks,
the maintenance of related records, and the
cleanliness and upkeep of assigned spaces.

Food Preparation and Service-Food
preparation and service functions include the
preparation and service of food in the enlisted
dining facility, operation of food preparation
equipment, and cleanliness and upkeep of
assigned spaces.

Ship’s Store and Retail Clothing (S-3
Division):

General-The ship’s store and retail clothing
component procures receives, stores, issues,
and sells ship’s store and clothing items;
operates resale and service activities maintains

related records; and prepares reports, returns,
and correspondence.

Records and Returns—Records and returns
functions include determining requirements for
retail items and operating supplies; preparing
requisitions and purchase documents, pro-
cessing receipt and expenditure documents,
conducting inventories, and maintaining
related files and records; accounting for
operating supplies and retail items; and
preparing related correspondence, reports, and
returns.

Storage—Storage functions include the
receipt, storage, and issue of retail items and
operating supplies; the maintenance of related
records; and the cleanliness and upkeep of
assigned storage spaces.

Sales—Sales functions include the operation of
the retail sales outlets such as the ship’s store,
clothing store, soda fountain, and vending



machines; maintaining related records; and the
cleanliness and upkeep of assigned spaces.

Service Activities—Service activities
functions include the operation of the ship’s
store service activities such as laundry, barber,
tailor, and drycleaning shops; maintaining
related records; and the cleanliness and upkeep
of assigned storage spaces.

Disbursing (S-4 Division):

General-The disbursing component collects
and disburses all public funds aboard ship and
performs all afloat pay and allowance
functions.

Pay Records—Pay record functions include the
maintenance of military pay records and
preparing money lists.

Public Vouchers—Public voucher functions
include the preparation and verification of
public vouchers as required.

Financial Returns-Financial returns functions
include payments and collections of all public
funds and preparation of reports and financial
returns.

Wardroom Mess (S-5 Division):

General-The wardroom mess component
procures, receives, stores, issues, and accounts
for foodservice and other stores.

Records—The records section maintains
records on all stores belonging to the wardroom
mess.

FoodService-The function of foodservice is to
prepare and serve food.

Operating Space-The wardroom mess is
responsible for cleaning and maintaining
spaces assigned to the wardroom.

Aviation Stores (S-6 Division):

General-When an aviation stores division is
established, it performs all functions related to
procurement, receipt, storage, and issue of
aviation material.

Records and Reports—Records and reports
include accounting for all aviation material.

Data Processing (S-7 Division):

General-Functions include the operation of
data processing equipment, maintaining files

and records, and preparing and processing
documents to procure records and reports as
provided for in the automated supply
accounting system.

® Training:

General-The training component maintains
and administers a formal training program,
which supplements on-the-job training, to
ensure a high state of readiness and to maintain
continuity when personnel changes occur.

Records—The records function is the
maintenance of all records incident to the
formal training program which includes
Curriculums by rating, lesson plans, schedules,
individual training records, personnel
advancement requirement forms, division

officers’ notebooks, and military training.

SHIPS WITHOUT SUPPLY
CORPS OFFICERS

Study the organization of the supply department of
a small fleet unit in figure 2-2.

The designated supply officer of a ship is
responsible to the commanding officer for the proper
performance of the following functions:

1

Economical and efficient operation of the
supply department.

Procurement, receipt, stowage (when applicable),
issuing, and accounting for equipage, repair parts,
repairable, and consumable required to support
the ship.

Return of unserviceable repairable to the
designated repair facility.

Operation and upkeep of equipment assigned to
the supply department and the cleanliness and
upkeep of assigned supply department spaces.

. Training and supervision of personnel assigned

to the supply department.

Certification for payment of lawful bills; when
designated as imprest fund cashier, the supply
officer will also be responsible for the
disbursement of government funds and proper
accounting thereof.

Operation and supervision of the enlisted dining
facility, including the procurement, preparation,
and service of food.



8. operation and supervision of the ship’s store
except when the ship’s store officer is
designated in writing, to be other than the supply
officer.

9. Performance of such other collateral duties as
are assigned by the commanding officer.

Your duties as a Storekeeper will be much the same
regardless of the type of ship in which you serve. The
procedures set forth in this book apply to both ships with
Supply Corps officers and ships without Supply Corps
officers, unless an exception is noted. In these
instances, both procedures will be given.

FLEET SUPPORT

The Operating Forces of the Navy are charged with
supporting United States national policy under a wide
range of conditions from peacetime operations through
limited and unlimited armed conflict. For this reason,
the Navy Supply System is designed with sufficient
flexibility to function in support of the Operating Forces
under the conditions existing at any given time. Ships
are loaded with sufficient supplies to assure a prescribed
period of self-sufficiency and to permit maximum
retaliation when necessary. Shore bases and mobile
support techniques are used to supply the Operating
Forces as circumstances require.

DEPLOYED FLEET SUPPORT

Primary reliance for support of deployed fleets is
placed on afloat capabilities which consist of
self-support by individual ships and support provided
by the Combat Logistics Forces (CLF). Overseas bases
and bases in the United States except Alaska and Hawaii
are used for supplemental fleet support when supply
support is beyond the capability of the CLF.
Supplemental fleet support responsibilities are stated in
the approved missions of the applicable bases.

FLEET SUPPORT IN UNITED
STATES WATERS

Fleet units in United States territorial waters are
supported by the permanent naval shore establishments,
including naval supply centers and depots, naval
shipyards, and other activities. This general principle
does not preclude fleet commanders from using mobile
support units, particularly oilers and tenders, for
supporting other ships when feasible. The location and
general mission of the shore activities in the United
States supporting fleet units is prescribed by the

Secretary of the Navy and promulgated in the Basic
Naval Establishment Plan. The detailed mission of
these activities is prescribed by the management
bureau, office, or systems command and is usually
promulgated as a numbered instruction. Standards of
support are determined by the Navy Department and are
promulgated in the Navy Department Program
Objectives, Naval Supply Systems Command Program
Objectives, and other planning documents.

OPERATION OF THE INTEGRATED
NAVY SUPPLY SYSTEM

The Navy Supply System is integrated with the
Defense Logistics Agency (DLA) Supply System.
Following sections describe the operation of the Navy
Supply System, the operation of the DLA Supply
System, and the operation of the integrated Navy
Supply System, in providing material required by the
Operating Forces. It should be realized that the Navy
and DLA Supply Systems are much more complicated
than the following descriptions indicate. The brief
overview of the systems will assist you to understand
the relationships of the various elements.

THE NAVY SUPPLY SYSTEM

The term “Navy Supply System” describes that
system under the direction of the Commander, Naval
Supply Systems Command. It consists of inventory
managers and stock points which function to provide
material to the Operating Forces of the Navy. The
functions of inventory managers, including ICPs, were
described earlier in this chapter. The operation of stock
points (FISCs, INASs, and NSYs) is described in the
NAVSUP P-485 in detail.

Inventory Control Points (ICPs)—Each ICP
manages one or more types of material which are held
in a distribution system composed of stock points. The
ICPs provide the material required by the stock points,
based on transaction reports submitted by the stock
point. The ICPs stock management responsibilities to
the supply system are summarized as follows:

e position material at various stock points;

® retain inventory control of material through an
extensive stock reporting system;

e provide technical assistance and cataloging

services to the supply system (and to its
customers).



Navy Stock Points—The primary contact points of
the operating force for material support are the FISCs.
Other stock points such as INASs and NSYs are not
usually associated with direct fleet support, but may be
used when necessary, The material support functions
of Navy stock points are summarized as follows:

®  procure, receive, store, and issue material;
®  invoice customers for material used,;

®  report issues of material to the cognizant ICP.

Operation of the Navy Supply System. The
following illustration depicts the operation of the Navy
Supply System from the receipt of a customer’s
requisition to the replenishment of stock. The items
enumerated correspond to the numbered lines in figure
2-3:

USS John Paul Jones submits a requisition to
FISC, San Diego, for a cognizance symbol 1H
repair part.

. After researching their records and determining

that the item is not in stock, FISC, San Diego,
refers the requisition to the proper inventory
manager for cognizance symbol 1H material,
SPCC, Mechanicsburg (an ICP).

. SPCC, Mechanicsburg, after researching their

master records and determining that the
requested item is in stock at FISC, Oakland,
refers the requisition to FISC, Oakland.

. FISC, Oakland, issues the material to USS John

Paul Jones.

. FISC, Oakland, makes an issue transaction

report to SPCC, Mechanicsburg.

-XYZ CORPORATION-

STOCK POINT
FISC, OAKLAND

ICP
SPCC, MECHANICSBURG

STOCK POINT
FISC, SAN DIEGO

Q0NPO0O1

Figure 2-3.-Operation of the Navy Supply System.
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6. SPCC, after applying the issue report to its
master record, ascertains that FISC Oakland’s
stock of the item is below the required level and
issues a contract to the XYZ Corporation to
replenish FISC, Oakland.

7. The XYZ Corporation ships the material to
FISC, Oakland.

8. FISC, Oakland, makes a receipt transaction
report to SPCC, Mechanicsburg.

THE DEFENSE LOGISTICS AGENCY
(DLA) SUPPLY SYSTEM

DLA is a supply support organization which is
assigned management responsibility and control of
items in common use by all military services. About
60% of the line items in the integrated Navy Supply
System are managed by DLA. These items are
identified by the number 9 preceding the alphabetic
cognizance symbol, except for cognizance symbol 9Q
material which is managed by the General Services
Administration (GSA). Management of the DLA
supply system is exercised through DLA headquarters
at Cameron Station, Alexandria, Virginia. The role of
DLA headquarters in the DLA supply system can be
compared to the role of the Naval Supply Systems
Command within the Navy Supply System.

DLA Supply Centers—The six DLA Supply
Centers (DSCs) and the types of material for which they
are responsible are:

® Defense Personnel Support Center (DPSC),
Philadelphia, Pennsylvania—food items,
medical supplies, and clothing;

® Defense Fuel Supply Center (DFSC),
Washington, D.C.—bulk petroleum and bulk
petroleum based chemicals;

® Defense Electronics Supply Center (DESC),
Dayton, Ohio—electronic and electric
equipment and repair parts;

e Defense Industrial Supply Center (DISC),
Philadelphia, Pennsylvanian—industrial-type
items (e.g., bearings, wire rope, and sheet metal);

® Defense Construction Supply Center (DCSC),
Columbus, Ohio-structural material and
equipment, components, and repair parts;

¢ Defense General Supply Center (DGSC),
Richmond, Virginia—furniture, food
preparation equipment, recreation equipment,

packaged petroleum products, office supplies,
and cleaning supplies.

Defense Supply Centers (DSCs) perform the same
functions for the Defense Supply System as ICPs
perform the for Navy Supply System except DFSC has
no responsibility for inventory control.

DLA Material Distribution Activities-Material
distribution functions within the Defense Supply
System are performed by defense depots (DDs) and
specialized support points (SSPs).

Defense Depot (DD)—A defense depot is a storage
point for DLA material. Issue of material from a DD is
centrally controlled by the cognizant DSC and is based
on requisitions received and processed centrally by the
DSC. DDs cannot accept direct requisitions and issues
are made only when directed by the DSC.

Specialized Support Point (SSP)—An SSP is a
military service managed stock point that is authorized to
receive, store, and distribute a tailored range of
DLA-owned materials for direct support of specified
customers. These customers are generally, but not
necessarily, of the same military service as the SSP. (Most
of the SSPs are Navy stock points. Activities of the other
military services requisition most of their DLA materials
direct from the DSCs.) All the NSCs, as well as most other
Navy stock points (FISC’s, INASs, and NSYs) are SSPs
for the specific DLA commodities listed for them. Unlike
defense depots, SSPs are authorized to accept requisitions
for stored DLA materials direct from customer activities,
and to process such requisitions without prior clearance of
the cognizant DSC(s). SSPs are required to report all DLA
material receipt and issue transactions to the cognizant
DSC(s).

Operation of the DLA Supply System-figure 2-4
depicts the operation of the DLA supply system in
filling a requisition submitted by an afloat customer:

1. USS John Paul Jones submits a requisition for
cognizance symbol 9C material to FISC,
Oakland, an SSP.

2. FISC, Oakland, issues the material from DLA
stocks.

3. FISC, Oakland, reports the issue transaction to
DCSC.

In the foregoing example, it should be understood
that although requisitioned from and supplied by a Navy
stock point, the material issued was owned and
managed by a DSC.



DCSC, COLUMBUS

FISC, OAKLAND
(SSP)

Figure 2-4—The Defense Logistics Agency Supply System.

Navy Retail Stock Point—The DLA materials that are
stored and issued by Navy stock points designated as SSPs
are DLA owmed managed as “wholesale” stock. All other
DLA materials held by Navy stock points are Navy owned,
They were purchased with Defense Business Operating
Funds money from the cognizant DSC(s). These DLA
materials are managed as “retail” stock and the holding
activities are known as Navy retail stock points. The
management function retail level for Navy-owned DLA
material is performed by Navy retail offices (NROs). The
NROs manage material by financial means only i.e., they
apportion Navy Stock Fund money to the Navy retail stock
points for use in purchasing DLA material. The Navy Ship’s
Parts Control center (SPCC), Code 0133, is the principal
NRO.

THE INTEGRATED NAVY SUPPLY
SYSTEM

Figure 2-5 depicts the operation of the integrated
Navy Supply System. The following items correspond
to the numbered lines in the illustration:

1. USS John Paul Jones requisitions cognizance
symbol 9N material from FISC, San Diego.
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FISC, San Diego, a Navy retail stock point, after
screening its stocks and determining that the
requested material is not carried, refers the
requisition to DESC, Dayton, the cognizant
inventory manager.

. DESC, Dayton, after researching its master

records and determining that the material is
available at FISC, Oakland, (a specialized support
point), refers the requisition to FISC, Oakland.

. FISC, Oakland, issues the material to USS John

Paul Jones.

. FISC, Oakland, makes an issue transaction

report to DESC, Dayton.

DESC, Dayton, after applying the issue report
to its master record, ascertains that stock of the
item at FISC, Oakland, is below the required
level and issues a contract to the ABC
Corporation for additional stocks of the item.

The ABC Corporation ships the material to
FISC, Oakland.

. FISC, Oakland, makes a receipt transaction

report to DESC, Dayton.



)
ABC CORPORATION

FISC, OAKLAND g
(SSP)

FISC, SAN DIEGO

09NPO0O03
Figure 2-5.—The Integrated Navy Supply System.
THE GENERAL SERVICES interest items are listed in the ML-N as cognizance
ADMINISTRATION (GSA) symbol 9Q and are available at Navy stock points.
The General Services Administration (GSA) Information concerning identification and
provides common use items, such as paint, paper, procurement of GSA material is contained in the

handtools, and cleaning gear to the Navy. Navy NAVSUP P-485.
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CHAPTER 3

ADMINISTRATION

As a Storekeeper you will usually have some office
duties. Assignment to an office requires you to have a
variety of skills. For instance, you must know how to
operate office equipment and other laborsaving devices
and how to care for them. You must be familiar with
various types of letters, publications, and how to
prepare and file correspondence. You must also
maintain records and submit required reports and
returns.

In this chapter we will describe general procedures
that apply to all offices, office equipment and
laborsaving devices, correspondence, and publications
used in a supply office. This knowledge is a must if you
are to perform your duties properly.

GENERAL OFFICE PROCEDURES

The general appearance of an office is affected even
by simple things. It will be one of your responsibilities
to see that what you used during the day is put back in
its place after work. In securing the office for the night,
all gear and supplies must be secured and stowed away.
This prevent damage to equipment or injuries to
personnel from flying objects, should the ship
encounter heavy weather.

ORGANIZATION AND LAYOUT

The amount of control that you have over physical
conditions in your office will vary with your location
and type of duty. Conditions outside your control may
determine the kind of office and equipment you have.
You may or may not have a choice in the arrangement
or type of furniture.

If you have occasion to arrange the office furniture,
make a plan before you start moving things around.
Place desks so that those who work at them will have
enough light but will not be facing the light. Arrange
desks so that they face the reception area. Also when
arranging desks keep them away from strong drafts or
there may be a shortage of personnel due to sickness.
On the other hand, be sure there is enough space for
people to move around. Make sure work flows in one
direction and does not crisscross the area.
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Place tables or counters conveniently for handling
supplies or assembling papers. Place files where they
are handy for those who use them but where they are
away from general office traffic.

It should be possible to plan an arrangement that is
both convenient, orderly, and uncluttered. Keep things
as simple as possible. There should be bookcases for
office publications and other books so they don’t take
up workspace on tables and desks. Remember; A Place
For Everything and Everything in it’s Place!

In your efforts at orderliness and good appearance,
don’t go overboard. Remember that the office is there
to get work done. Too much emphasis on appearance
may interfere with the flow of work. Within reasonable
limits, the best arrangement is one that facilitates work.

LABORSAVING DEVICES

Laborsaving devices (office machines) play an
important part in the efficient operation of the supply
office. They save time and provide accuracy; however,
they must be properly used and maintained.

You will be required to use many types of office
machines. You should know how to care for any
machine you operate. You may also be required to
make minor adjustments.

You should already be acquainted with the Planned
Maintenance Subsystem of the Navy Maintenance and
Material Management (3-M) Systems since it is
thoroughly discussed in Military Requirements for
Petty Officer Third Class and Military Requirements for
Petty Officer Second Class. So we will not go into detail
about the mechanics of the system. Briefly review that
portion of the military requirements book to refresh
your memory on the 3-M Systems.

One source of information for the care, operation,
and routine maintenance of office machines is the
manufacturer’s instruction book received with the
equipment. The instruction books for all equipment in
your office should be kept in one place to be sure they
are available when needed. The office machines most
commonly used in supply work are discussed in the
following paragraphs.


Carol

Carol


TYPEWRITERS

Speed and accuracy are essential in typing. They
alone do not ensure fast work. Valuable time may be
saved if the typist knows how to make a neat erasure,
center a heading, divide words, and keep a typewriter
in good operating condition. Many helpful typing
techniques are given in the Department of the Navy
Correspondence Manual and in elementary typewriting
books available in most supply departments.

INTRODUCTION TO WORD
PROCESSING (WP)

In the last several years the Navy has made
available more word processors. As a Storekeeper you
will be exposed to WP and the associated equipment.
You should be familiar with the various types of word
processing equipment (WPE) and their capabilities.

WORD PROCESSING
EQUIPMENT (WPE)

WPE is any keyboard device capable of controlled
memory storage, retrieval, and automated typing. WPE
has come about as a result of advanced technology,
especially in the area of computers, and is designed to
enhance typing productivity. Stored keystrokes can be
“played out” at speeds in excess of 360 words per
minute (WPM). The use of a visual display and other
text-editing features can further enhance the
productivity of the equipment. WPE is generally
categorized as follows:

o Intelligent Typewriters. A one-piece
typewriter-like device with internal memory.
It is used extensively where original
keyboarding is a primary factor. Intelligent
Typewriters also provide limited storage for
frequently used formats, names, addresses, etc.

¢ Blind-Keyboard Word Processors. An
electronic keyboard with built-in printer,
internal memory, and magnetic recording
capability. They provide some text-editing
capability and are more suitable for
correspondent of one to two pages. The
magnetic-card (MAGCARD) machines are in
this category.

Thin-Window Word Processors. An electronic
keyboard with built-in printer, internal
memory, magnetic recording capability, and a
visual display of two lines or less. These word
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processors have improved text-editing ability
that most blind-keyboard machines don’t have.
They simplify the task of working with large
documents because a small display provides a
“Window” into the magnetic media or memory.

o Stand-Alone Display (Screen) Text Editors.
These provide the greatest text-editing
capability. They have an electronic keyboard
with a separate printer, internal memory,
magnetic recording capability, and a visual
display. Some units provide math capabilities.
This makes the processing of statistical or
columnar documents easier. They also provide
the operator with the ability to manipulate text
in almost any manner; such as, move, delete, or
insert words, sentences, or paragraphs.

® Shared-Logic Systems. These are simply
Stand-Alone Display Text Editors which have
been electrically linked to a Central Processing
Unit (CPU). The CPU supports multiple
typing stations with a shared-logic and
memory. Generally, they provide as many or
more features than the Stand-Alone Display
Text Editors. The number of work stations and
printers in each system depends on the power
of the CPU. These systems are used
extensively in large Word Processing Centers.

As you can see there are presently many different
types of machines with varied capabilities available.
Therefore, the functions of the organization to be served
must be analyzed to determine what type WPE most
accurately meets the requirements of a particular office,
division, department, or command.

For more information about word processing and
word processing equipment, you may want to consult
OPNAVINST 5210.12 series.

PHOTOCOPY EQUIPMENT

These machines use a dry electrical copying process
(e.g., Xerox, figure 3-1). Letters, drawings, and forms
may be reproduced in minutes, and with some models
in seconds. There are so many of these machines, all
differing slightly, that it is impractical to describe any
of them here. If you have a machine of this type in your
office, you should also have the right operating manual.

Normally you will not perform maintenance on
these machines. However, you may be assigned as a
key-operator of the machine in your work space. This
will require some maintenance knowledge. What you
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Figure 3-1.-Photocopier.

will be required to know and do in the event of a
malfunction will be outlined by a representative of
the manufacturer.

CONTROL OF FAST-COPY MACHINES

A problem which requires the attention of
everyone in your office is the control and use of
fast-copy machines. Increased availability of these
machines has created security problems and
increased operating costs. These machines permit
quick, easy reproduction of uncontrolled classified
material. Latent impressions are left on
reproduction equipment. This creates excessive
waste material that can contribute to compromise
of classified information. Some misuses and abuses
that contribute to high operating cost are:

® Using a copier instead of making carbons
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Copying blank forms or publications
Making more copies than are needed

Using a copier for items that should have been
copied by the print shop

® (Controls should be established to prevent
unnecessary costs and prevent security abuses

CALCULATORS

Calculators add, subtract, multiply, and divide.
Most models in use by the Navy are capable of
performing a variety of complex mathematical
operations but do not produce a paper tape of the
results. A substantial amount of training is
required to operate a calculator with proficiency.
Simple multiplication and division that an SK
would be required to perform can be learned in a
few minutes.

MICROFICHE

Many publications used by the Navy supply
system are in the form of microfiche. They require
the use of a microfiche reader. These readers are
easy to use and do not require specialized training.
Figure 3-2 shows typical fiche data fields.

PUBLICATIONS

The publications you will use can be divided
into two types: procedural and technical.
Operations are governed by law. Procedural
manuals have been developed to assist Navy
personnel in performing their jobs. Efficient
procedures have been developed that save time
and limit mistakes. They also make
communications between commands clearer and
easier to understand. When you transfer from one
ship to another, this uniformity makes it easier to
transition into the new assignment.

Technical publications are necessary because of
the wide range of material required to keep the
Navy operating. You will wuse technical
publications primarily to identify material.

The publications needed by ships and stations
vary, but those described below are used by most
supply departments afloat.

NAVY REGULATIONS

Navy  Regulations defines the duties,
responsibilities, authority, and relationships of the
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Figure 3-2.-Representation of fiche data fields.

various bureaus, commands, offices, and individual
officer billets. The bureaus, commands, and offices
issue publications which spell out the details of
compliance with Navy Regulations. These publications
may expand and supplement Navy Regulations. There
can be no confiict between Navy Regulations and any
other publication issued in the Navy since any
conflicting wording or regulation in the latter is
automatically cancelled.

STANDARD ORGANIZATION AND
REGULATIONS OF THE U.S. NAVY

Standard Organization and Regulations of the U.S.
Navy, OPNAVINST 3120.32 series, promulgates
regulations and guidance governing the conduct of all
members of the U.S. Navy.

NAVAL SUPPLY SYSTEMS COMMAND
PUBLICATIONS

This section describes some of the manuals and
publications that are published by NAVSUP.

Naval Supply Systems Command Manual

The Naval Supply Systems Command Manual is
issued for the information and guidance of all persons
in the Department of the Navy. It is designed to
standardized supply procedures. The procedures in the
NAVSUP Manual are mandatory unless otherwise
stated. The paragraph numbering system of the

NAVSUP Manual, shown in figure 3-3 consists of a
five-digit paragraph number and its subparagraph
designators. The following is a breakdown of such a
number.

Explanation— In the paragraph number cited in the
example the first digit designates the volume which in
this case is volume 1; the second digit indicates the
chapter of that volume which in this case is chapter 1;
the third, fourth, and fifth digits indicate the paragraph
of chapter 1 of volume 1 which in this case is paragraph
063. The next four digits are subparagraphs of the basic
paragraph. There are four volumes of the NAVSUP
Manual. They are discussed in the following
paragraphs.

SUPPLY ASHORE, VOLUME Il.— This volume
contains basic supply principles and procedures for
supply activities ashore. These procedures include:

e Requisitioning and local procurement

Paragraph number 1

Volumc___J

Chapter

1 063 la(l)a)

Paragraph

Subparagraph

DONPOOOS

Figure 3-3.-Paragraph numbering system.



®Material Receipt

® Stock Management at field Supply Points
® Material Expenditure
® Supply System Management

® Storage and Material Handing

TRANSPORTATION OF PROPERTY,
VOLUME V.— This volume contains policy and
procedural instructions for ashore activities shipping
and receiving Navy property. This includes the
personal property of military and civilian personnel
under official orders. It contains instructions for
shipments of Navy material by bureaus, offices, and
Navy inventory managers. It also implements certain
provisions of the military traffic management
regulations with respect to traffic. moving within the
United States (except Alaska and Hawaii). Appendix
A, provides consignment instructions, and overseas
offloading port information for material to be shipped
to Navy shore-based activities overseas and in Alaska
and Hawaii. It is issued as a separate publication.

NAVSUP Publications

NAVSUP issues many publications that deal with
the different facets of supply. This section discusses
some of the publications that are of particular interest
to the SK These publications are also available on
CD-ROM (compact disk-read only memory) cataloged
as Naval Logistics Library (NLL), NAVSUP P-600.

NAVSUP publications are sometimes referred to in
four different ways. For example, the NAVSUP
Operating Procedures Manual for MILSTRIP/MIL-
STRAP may be referred to in various publications and
directives one of the following ways:

1. NAVSUP Publication 437;
2. NAVSUP Pub 437;

3. NAVSUP P-437; or

4, NAVSUP 437

When referencing NAVSUP publications in
correspondence, messages, etc., they should be written
as “NAVSUP Publication 485.”

STORAGE AND MATERIALS HANDLING,
NAVSUP P-284.— The Storage and Materials-
Handling Manual (NAVSUP P-284). This manual
consolidates the detailed technical information
available to the military services on storage and
materials-handling operations. It includes information

on the receipt, storage, issue, and care of supplies
(except for preservation, packaging, and packing).

The Navy Supplement (NAVSUP P-284-1)
expands on some of the above subjects. It contains
specific policy and procedures that do not affect the
other services. These manuals are designed for the
three-ring binder.

MILSTRIP/MILSTRAP DESK GUIDE
(NAVSUP P-409).— The MILSTRIP/MILSTRAP Desk
Guide, NAVSUP P-409 is a handy reference for
personnel who originate and process MILSTRIP/MIL-
STRAP documents. This booklet contains common
definitions, coding structures, and abbreviated code
definitions used on a daily basis. Blank space is
provided for entering commonly used routing identifier,
fund, project, and locally assigned codes.

OPERATING PROCEDURES MANUAL FOR
MILSTRIP/MILSTRAP (NAVSUP P-437).—
NAVSUP Publication 437 contains policy and
procedures for (MILSTRIP/MILSTRAP). This
publication takes precedence over conflicting
provisions contained in other supply system manuals or
directives. It consists of 10 chapters and several
appendixes and exhibits. It covers MILSTRIP/MIL-
STRAP procedures relative to supply system
management, requisitioning ashore, inventory control,
financial matters, material movement priorities, and
evaluation procedures (MILSTEP). It is a
comprehensive ready reference for those involved in the
preparation and/or processing of MILSTRIP
documents.

NAVSUP Publication 437 is not distributed afloat.
All Afloat MILSTRIP/MILSTRAP procedures are
incorporated into the NAVSUP Publication 485.

Paragraph numbering in NAVSUP P-437 is similar
to that of the NAVSUP Manual Paragraph 06120-3.a
is broken down as shown in figure 3-4.

SUPPLY AFLOAT PACKAGING PRO-
CEDURES (NAVSUP P-484).— This publication
provides a simple do-it-yourself guide for naval supply

% 120 3a
Chapter |
Paragraph ]
Subparagraph
09NPOO0E

Figure 3-4.-Paragraph numbering In NAVSUP P-437.



activities who have limited packaging facilities. These
basic packaging techniques will protect material being
transferred and retrograde shipments of repairable.

AFLOAT SUPPLY PROCEDURES (NAVSUP
P-485).— This publication establishes policies for the
operation and management of afloat supply
departments and activities operating under afloat
procedures. It is designed to assist supply personnel in
the performance of their assigned duties and help them
in understanding and performing the individual tasks
associated with afloat supply operations.

Although this publication is designed primarily for
nonautomated (i.e., manual supply procedures) ships,
much of the information and policy that it contains
applies to all afloat supply departments.

The procedures contained in the NAVSUP P-485
are the minimum needed to achieve acceptable supply
management. They are mandatory unless stated as
being optional. It includes the procedures outlined in
NAVSUP Manual, Volumes II and V, and the NAVSUP
P-437 as they apply to afloat situations.

NAVSUP P-485 has several appendices that
contain such information as advice codes, document
identifier codes, fund codes, units of issue, etc.

Paragraph numbers in this publication consist of a
four-digit number and subparagraph designators.
Figure 3-5 is a breakdown of NAVSUP P-485,
paragraph number 5127-7d(4)(a).

FOOD SERVICE MANAGEMENT (NAVSUP
P-486).— This publication establishes policies for the
opration and management of Navy enlisted dining
facilities afloat and ashore. It is designed to assist
foodservice personnel in understanding and performing
the individual tasks associated with enlisted dining
facility operations.

SHIP'S STORE AFLOAT (NAVSUP
P-487).— This publication establishes policies for the
operation and management of ship’s store afloat. These
include procurement, material receipt, custody, and

Paragraph 5 17 - 7d(4)(a)
Chapter _]——_J

Paragraph

Subparagraph Py

Figure 3-5.—Paragraph scheme for NAVSUP P-485.

stowage; material expenditure; stock records and
inventory control.

AUTOMATED SNAP | SUPPLY PRO-
CEDURES (ASSP), (NAVSUP P-567 Volumes | and
I1).— This publication provides fictional supply and
accounting procedures and policies for ships and
activities using the Shipboard Uniform Automated Data
Processing System-Red Time (SUADPS-RT) Release
3 and beyond.

It consists of two volumes (Volume I, Logistics and
Inventory Management and Volume II, Financial
Management). They provide supply personnel with the
necessary information to accomplish the mission of the
department operating in an automated SNAP I
environment. The two volumes together provide the
policies, concepts, and procedures necessary to
understand what is required, what is expected, and how
to perform specific supply and accounting functions in
conjunction with instructions provided in the
SUADPS-RT Support Procedures published by the
Navy Management Systems Support Office
(NAVMASSO).

SUADPS-RT SUPPORT PROCEDURES.— The
Shipboard Uniform Automated Data Processing
System-Real Time (SUADPS-RT) is supported by a
three volume reference manual called the SUADPS-RT
Support Procedures. These Support Procedures are
written by the afloat Central Design Agency (CDA),
Navy Management System Support Office
(NAVMASSO). The three volumes are; the Inventory
Management Subsystem, the Logistics Management
Subsystem, and the financial Management Subsystem.
Each chapter begins with a menu that lists the relevant
SUADPS-RT screens.

Volume three also contains a Glossary, an Index,
and Appendices with summaries of standard DOD
MILSTRIP codes and SUADPS-RT code.

NAVCOMPT PUBLICATIONS

The Comptroller of the Navy (NAVCOMPT) issues
publications pertaining to accounting, financial
management, and military pay and allowances. The
publications that you will use are discussed below.

NAVCOMPT Manual, Vol. 2, Accounting
Classifications, contains terminology, authorization,
availability, structure, and other information regarding
appropriations, funds, and accounts. Chapter 5 contains
alphabetical and numerical lists of unit identification
codes (UIC). These are used to identify all activities in



the Navy. This chapter may be filed in a separate binder.
This manual will help you determine the classification
of operating and maintenance costs.

NAVCOMPT Manual, Vol. 3, Appropriation, Cost,
and Property Accounting (Field), contains accounting
procedures for field activities of the Navy.

NAVCOMPT Manual, Vol. 4, Disbursing, contains
information covering the responsibilities, duties, and
accountability of disbursing officers ashore and afloat.

NAVSO Publication 3013 (P-3013), Financial
Management of Resources. This publication contains
accounting procedures for operating budget, operating
target (OPTAR), inventory and property, and cost
accounting for the Operating Forces and designated
ashore activities. As a manual of the Navy accounting
system, it establishes the methods and procedures for
the Operating Forces and designated ashore activities in
accounting for and reporting of receipts and
expenditures of Navy resources.

NAVSO Publication 3073 (P-3073), Afloat OPTAR
Recordkeeper’s Guide. It is published to help personnel
assigned to OPTAR record-keeping duties. It is a highly
detailed and illustrated coverage of the OPTAR
recordkeeper’s actions in recording requisitions and
advance adjustments, preparing OPTAR document
transmittals and OPTAR reports, and processing the
various OPTAR holder transaction listings.

ORGANIZATION MANUALS

In addition to the publications above, your ship also
prepares manuals for use of personnel in the
performance of their duties.

The Ship’s Organization and Regulations Manual
is issued by the CO and outlines the military
organization of the ship. It lists the duties and
responsibilities of the various departments and
divisions of the ship. It shows the personnel allowances
of the departments, and the billets assigned to the
emergency bills (general quarters, abandon ship, fire,
etc.).

Supply Department Organization Manual is
prepared by the supply officer to cover the
responsibilities of the supply department. It may
contain any or all of the following subject areas:

® Organization of the department into divisions

® Professional duties and responsibilities of
personnel
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® Machinery operating instructions and safety
precautions

®  The flow of work and authority within the
department

You should read and become familiar with the
supply department manual. It will give you a better
understanding of the specific responsibilities of your
department and division. It will also help you do a
better job.

COSAL

Coordinated Shipboard Allowance List (COSAL)
establishes equipage allowances for the ship and the
storeroom allowance of repair parts for installed
equipment. It covers all electronic, ordnance, electrical,
and mechanical equipment on board your ship. You
must learn to use the COSAL since it is one of the most
important publications used in identification of material
and inventory management. It is a technical and supply
management document designed to enable ships to
achieve maximum operating capability for extended
periods of time, independent of external logistics
support.

Before we go any further, let’s examine that
opening paragraph and see just what it means to you.

The COSAL is a technical document because it
provides the:

® nomenclature,

® operating characteristics,

® technical manuals,

®  gspecifications,

®  parts lists,

® technical data for installed equipment and
machinery, and

® cquipage and tools required to operate and
maintain the ship and its equipment.

The COSAL is a supply management document
because it tells the supply officer how much and what
type of material to stock. It also tells the quantity of
each item of equipage that must be carried aboard ship.

During peacetime operations, the ship’s operating
schedule is usually known. Supply officers are able to
replenish the storerooms for an operation because they
know where the ship is going, how long it will be gone,
and what supply support will be available during the



trip. During wartime or other emergency, the duration
and destination of the ship may not be known. The
supply officer must then load to capacity to provide for
the ship’s requirements for an indefinite period of time.
For most operating supplies, the supply officer has the
past records of what has been used. From these, a
balanced load that will provide the maximum days of
support can be calculated. But what about repair parts?
No one can predict when a bearing on the freshwater
pump will wear out or a vital part in the radar will fail.
This is where the COSAL takes over. Computers have
analyzed the failure frequency of parts used aboard
ships, and based on the equipment aboard your ship,
have developed an allowance of repair parts that you
should stock.

The key word in COSAL is COORDINATED.
Computers assemble a list of the allowed parts from the
hundreds of APL/AELSs into lists of repair parts to be
stocked by the ship. These lists are prepared by the
activities and cover the equipments supported by them.
The preparation of these lists takes into account the:

installed equipment on board

o

e quantity of each item of that equipment

e failure rate of parts, and the

e relative importance of these parts to the

operation of the equipment.

Thus, the COSAL, aided by experience and advice
from technical ratings, enables the supply officer to
stock the items that should be carried to meet the
requirements for repair parts.

Of course, the COSAL will not provide parts for
every equipment breakdown. To do this, you would
have to carry a complete set of spare equipment and
machinery in the storeroom. This is impossible.
Chapter 12 of this TRAMAN covers a system of
reporting that will greatly improve the effectiveness of
the COSAL, but the present COSAL is far superior to
any system previously used to provide repair parts
support for the equipment and machinery aboard ship.

The COSAL does not include:
e Ship’s store stocks

¢ Resale clothing

e Subsistence items

e Expendable ordnance

o Recreational equipment
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e Hydrographic charts

e Medical material

e Printing equipment

e Bulk fuels and lubricants

e Repair parts for aircraft

These items are covered by separate outfitting and
load lists.

Flagship allowances are included in HME COSAL.

As you study this chapter, keep in mind that you
will use the COSAL for two main reasons: (1) To
identify repair parts and (2) To determine storeroom
allowances. This includes the material in your
storeroom and the material requirements of
maintenance personnel. There is much more
information contained in the COSAL that you may use,
depending upon the type of job you are assigned to do.

If you are assigned to the supply support center or
repair parts storeroom, you must be able to use the
COSAL. How well you are able to use it will depend
on how well you understand the purpose and content of
each part.

Refer to the COSAL Use and Maintenance Manual,
SPCCINST 4441.170A series for detailed instructions
in its use.

STOCK LISTS AND CATALOGS

The use of stock lists and catalogs is fully explained
in chapter 4. As a Storekeeper you will be expected to
have a working knowledge of the stock lists and
catalogs on your ship. The following is a brief
description of the types and purposes of regularly used
references.

Complete and accurate management data must be
available for requisitioning purposes and for effective
financial and inventory control of material. The ML-N
provides the basic management data. The related
publications were developed to supplement the ML-N
by providing additional management data and by
consolidating certain information for reference
purposes. The ML-N and related publications all have
the NSN as a common data element. Detailed
descriptions and information on the ML-N and the
related publications listed below are discussed in
chapter 4.

e Navy Master Repairable Item List (MRIL)



e Hazardous Material Information System
(HMIS)

o Consolidated Master Cross-Reference List
(MCRL)

o Identification List (IL)
e Afloat Shopping Guide (ASG)

Federal Logistics Data

Federal Logistics Data on (CD-ROM) is available
to access DOD logistics data. It replaces the
cumbersome data retrieval process of the micro-fiche
media used for earlier federal Catalog System (FCS)
and Navy unique publications. It is also an interactive
query system using the following types of search
criteria

e Part Number

e Commercial and Government Entity (CAGE)
¢ National Item Identification Number (NUN)
e National/NATO Stock Number (NSN)

e Permanent System Control Number

e Supplier Name

e Item name, Navy Item Control Number
(NICN)

e Engine Number
e Master Repairable Item List (MRIL)
e Shipping Code

The Federal Logistics Catalog reduces the time
required to access the information needed to identify
and order supplies. It also contains extracts of data
found in the following FCS publications:

e Management List-Navy (ML-N)

o Management List-Consolidated (ML-C)

e Master Cross Reference List (MCRL)

o Federal Logistics Data Record (FILDR)

e Identification List (IL)

e Interchangeability and Substitability (I and S)
e Commercial and Government Entity (CAGE)

e Federal Supply Classification Groups and
classes (H2-1)

e Freight, Selected Federal Item Name Directory
for Supply Cataloging Data (H-6)

Navy unique publications consist of:

1. List of Items Requiring Special Handling
(LIRSH), Master Repairable Item List (MRIL)

2. Navy Item Control Number to National Item
Identification Number (NICN-NIIN) Cross
Reference.

Naval Publications and Forms Directorate,
Aviation Supply Office (NPFD, ASO) manages all
Navy subscription for the Federal Logistics Catalog,
including requisition processing, payment matters,
renewal notifications, customer inquiries and problem,
and future enhancements to the system. A subscription
includes the initial 3 disk set, a user manual and monthly
updated disks.

Forms and Publications

Navy Stock List of Forms and Publications
(NAVSUP P-2002) provides ordering information for
all forms and publications printed and used in the Navy.

GSA Catalog

The General Services Administration (GSA)
Catalog provides a quick reference for commonly used
items since it is published in four volumes. Volume 3
contains descriptions of material similar to the ASG.

Clothing Price List

Clothing price lists are published by the Ship’s Parts
Control Center (SPCC). Separate price lists are
provided for men’s and women’s clothing items. These
lists establish the mandatory prices of clothing items.
They are usually revised on 1 July of each year and more
often if necessary because of price changes. They must
be posted in all clothing stores for all to see.

TECHNICAL REFERENCES

You will refer to technical publications repeatedly.
The better you understand their content and purpose, the
easier they are to use. The references listed below are
found on most ships.

The Naval Sea Systems Command Technical
Manual is usually kept in the engineering department
as it pertains primarily to engineering matters. You will
refer to it occasionally for technical data on:



e Material
e Preservation of Supply Spaces

e Safety Precautions in stowing safe semisafe,
and dangerous materials

The Commercial and Government Entity (CAGE)
provides a means of identifying manufacturers without
writing out the complete name and address. The
Defense Logistics Agency has assigned five-digit
identifying numbers to all manufacturers and suppliers
that contract with the government. You will use this
code to identify the stock items in stock lists and
cross-reference listings. It is published on microfiche
by; (1) Name-to-code and (2) code-to-name.

Manufacturers’ Instruction Books are prepared for
all Navy equipment. They contain operating
instructions, maintenance and test procedures,
drawings, and parts lists. You will use the parts lists to
identify repair parts, Instruction books are normally
retained and used by the technical ratings. They will
assist you in identifying the part number and
nomenclature of the required part.

This has been a very brief look at the publications
that you will use most often. Most of them are covered
in greater detail in later chapters. You cannot become
an expert on publications by reading a few paragraphs
about them; you must use them.

Navy Supply Corps Newsletter

The Newsletter is published monthly by the Naval
Supply Systems Command. It is distributed to Supply
Corps officers and Master and Senior chief petty
officers in supply ratings. While it is not an official
publication, it contains much information that will be
useful to you.

One featured column is directed toward enlisted
personnel in supply ratings. The Newsletter contains
articles on new procedures and supply operations in the
Navy. It also lists the latest changes to NAVSUP and
NAVCOMPT publications.

CHANGES TO PUBLICATIONS

Regardless of how well you can use supply
publications, if they aren’t up to date you are wasting
your time. Changes should be entered when received.
This prevents loss and ensures that the latest
information is being used. There are different types of
changes and the methods of entering them are different.
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Always read the accompanying instructions before
making the change.

Pen-and-ink Changes— These changes are usually
distributed as a message letter or notice and require you
to change words and/or sentences in a publication.

Changes to the NAVSUP and NAVCOMPT
Manuals and other publications requiring extensive
changes are made by page changes. This involves
removing an old page and inserting a new one in its
place. Most of these changes will also include a list of
“Effective Pages” or “Sheets in Force” which should be
checked after the change has been made. This makes
sure that all pages that should be in the manual are there.

Change Bulletins are usually used to change
stocklists, catalogs, and cross-reference listings. The
change bulletin will refer to the basic publication that it
changes and will state whether it is cumulative or
noncumulative. A cumulative change bulletin is one
that contains all changes previously issued and the older
bulletins should be discarded. Example: (Change
Bulletin #3 replaces Change Bulletin #2 which should
be destroyed). Noncumulative change bulletins must
all be retained until the basic publication is reprinted.
Always read the instructions BEFORE you make the
change.

CLASSIFIED INFORMATION

Classified information is a term used to include any
information or material requiring protection in the
interest of national defense. You may come in contact
with classified information at any time and you must
know the different classifications used and their
meanings. The Department of the Navy Security
Manual for Classified Information, OPNAVINST
5510.1, is the guiding publication for handling all
classified matter in the Navy. Ships not only have a
large number of classified publications and other
written materials on board, they also have classified
equipment. The supply department will probably carry
classified repair parts for this equipment.

Additional information is contained in Military
Requirements for Petty Officer Third Class and Military
Requirements for Petty Officer Second Class. If your
duties required you to handle classified information,
you should study the Security Manual and local
instructions to be sure you comply with all requirements
of handling, stowage, and transmissions.



DIRECTIVES ISSUANCE SYSTEM

Your work as a Storekeeper will be governed to a
large extent by directives issued by the various
commands, bureaus, and offices of the Navy
Department.

These directives are issued in accordance with the
Department of the Navy Directives Issuance System,
SECNAVINST 5215.1, which sets the policies,
responsibilities, and standards for the administration of
the Navy Directives System.

PURPOSES OF THE SYSTEM

Use of this single Navywide numbering system for
directives enables each naval activity receiving
directives to:

1. Group directives by subject and combine related
subjects.

2. Distinguish between directives of a continuing
nature and those of a brief duration.

3. Obtain complete sets of instructions upon
activation or commissioning.

4. Determine, by use of periodic checklists, the
current status and completeness of its set of
directives.

5. Determine, by use of subject indexes, what
directives are in effect on a subject.

6. File directives and describe them as references
by one easy method.

7. Use the same numbering system for

correspondence files as for directives.

Since the system serves so many useful purposes,
it is important that you become well acquainted with
it.

TYPES OF DIRECTIVES

The directives system provides for two types of
directives

Instructions

Directives containing authoritative or information
having continuing reference value or requiring
continuing action. An instruction remains in effect until
superseded or otherwise canceled by the originator or
higher authority.
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Notices

Directives of a one-time or brief nature with
self-canceling provision. They have the same force and
effect as an instruction. Usually notices remain in effect
for less than 6 months. They may not remain in effect
for longer than 1 year.

CORRESPONDENCE

Official correspondence in the Navy includes all
recorded communications sent or received by a person
in the Navy in the execution of the duties of his office.
Supply departments, both ashore and afloat, originate
and receive a large quantity of correspondence. Some
of the more common types are; directives outlining
supply policies and procedures, naval letters requesting
and furnishing procedural information and authority,
and letters and memorandums assigning duties and
individual responsibilities.

Outgoing correspondence is normally drafted by
senior petty officers or officers of the supply
department. The SK3 or SK2 is primarily concerned
with typing and format. Some correspondence
originated by the supply department is of a recurring
nature and relatively standard in content. This may
include such correspondence as: recommended
changes to allowance lists, requests for special or
in-excess material, or periodic reports to higher
authority. Correspondence of this nature may be
drafted by the SK3 and SK2, using file copies of
previous correspondence as a guide.

The format and procedural requirements of official
correspondence Samples are found in the Department
of the Navy Correspondence Manual. Slight variations
from these formats may be practiced at different
commands. When assigned to a ballet requiring the
preparation of correspondence, it is necessary to consult
local command instructions outlining the details
pertaining to the preparation of correspondence. You
should consult local command instructions for
preparing official correspondence.

ROUTING AND HANDLING OFFICIAL
CORRESPONDENCE

The fact that official correspondence is produced
implies that the information is being requested or
furnished. Unless this information is disseminated
accurately, the work to produce it has accomplished
very little. Correspondence requesting a report does not



produce the report unless the person responsible for its
preparation receives the request.

The responsibility for the dissemination and
handling of official correspondence is assigned to a
specific organizational component of the supply
department. An SK3 or SK2 in many instances is
assigned to this component, and in smaller departments
and aboard ship may even be the component head.

INCOMING CORRESPONDENCE

Official correspondence received by the supply
department may become a permanent record of the
department. The routing required between the receipt
and the filing of correspondence depends on the type of
information furnished and/or the action required. Local
procedures usually prescribe a standard routing for all
incoming correspondence. This is in addition to the
routing to those individuals or organizational
components primarily concerned with the
communication.

A route sheet similar to figure 3-6 maybe used to
ensure the proper routing of correspondence requiring
action. This should be prepared in duplicate with the
original attached to the correspondence being routed
and the copy being retained by the correspondence SK.
As the correspondence progresses through the routing
indicated, action is taken and the routing sheet is
initialed by the responsible individuals. When the
routing is complete, the correspondence with the
original route sheet is returned to the correspondence
SK for filing.Figure 3-6.—Route sheet.

The routing scheme may be placed on the
correspondent itself if it is in the nature of information.
This may be accomplished by the use of a rubber stamp.
(See figure 3-7).

OUTGOING CORRESPONDENCE

Outgoing correspondence is usually handled by the
correspondence component of the organization. They
use a rough draft prepared by the originator. The
completed letter is presented to the appropriate official
for signature.

The correspondence file which accompanies the
letter to be signed is arranged according to the
instructions of the signing official.

Once signed, the correspondence is dated with the
date on which it is signed. File copies are removed for
filing, and the correspondence forwarded to the
addressee(s).
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TICKLER FILE

Another responsibility assigned to the
correspondence SK is the maintenance of the system
used to ensure a timely response to incoming
correspondence. It may also be used to ensure the
preparation of required reports. A tickler file is
established simply as a reminder that some action is
required prior to a certain date. The method most
suitable for local conditions, considering size of
operations and the amount of correspondence handled,
should be used. The methods described in the following

paragraphs are frequently used.

The retained copies of the route sheet maybe used
as a reminder for replies or reports of a one-time nature.
They should be maintained by the date that the reply or
report is due and retained until the required action is
completed. If sending correspondence is required,
enough time should be allowed to ensure its receipt by
to the recipient on or before the due date.

For reports or actions of a more permanent or
continuing nature, file folders maybe used. These may
be numbered from 1 to 31, corresponding to the days of
the month. Notes listing action required, data required,
background information, and reference data are filed in
the folders according to due date. The folder for the
current day is pulled each morning and refiled in the
back of the file after the contents are noted and after it
is determined that the required action has been taken.
When it is found that the required action has not been
taken, the correspondence SK should follow up with the
responsible Personnel.

FILING CORRESPONDENCE

Department of the Navy Standard Subject
Identification Codes, SECNAVINST 5210. 11, provides
a single, standard subject system for classifying
correspondence for filing. This system is used for
standardized numbering of Navy and Marine Corps
documents by subject throughout the Department of the
SECNAVINST 5210.11 contains a list of
standard subject identification numbers and a list of

Navy.

name-title subject identification codes. Except at
activities with an exceptionally large volume of
correspondence, files normally are established by
subject identification numbers. However, files may be

established by name-title codes or a combination of
both.
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Figure 3-6.-Route sheet.

STANDARD SUBJECT IDENTIFICATION
NUMBERS

For the purpose of identification and filing,
standard subject identification numbers classify Navy
correspondence and directives under 13 major series
groups. These major series groups are further
subdivided by use of the last three digits in the major
series.

3-13

The 13 major subject groups are subdivided into

primary, secondary, and sometimes tertiary

breakdowns.

Figure 3-8 is an example of an identifying symbol
assigned to an instruction issued by the Office of the
Secretary of the Navy.

Consecutive numbers are assigned to instructions
having the same subject identification number to show
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Figure 3-7.-Routing stamp

the order of issuance. For example, the subject number
of contract financing is 7810. An originating office
would assign numbers to the first, second, and third
instructions which it issues on contract financing as
follows: 7810.1,7810.2, and 7810.3, respectively. The
number 7810.1A indicates the first revision of the
instruction 7810.1.

Notices are not assigned consecutive numbers
when they are of a one-time nature or of brief duration.
The subject identification number assigned as the file
number of a letter is not assigned a consecutive number.
The security classification of Confidential or Secret
instructions and notices is indicated by prefixing the
subject number by “C” for Confidential and by “S” for
Secret.

Name-Title Subject Identification Codes

Name-title codes (alphabetic or alphanumeric
codes) are provided for names and titles frequently
used by the Department of the Navy. These codes
may be used for classifying and filing documents by
name or organizational designation except that they
are not to be used in assigning subject numbers to
directives. Included are symbols for fleet
organizations, the United States Government, foreign

governments,commercial enterprises and firms;classes
of personnel; types of naval activities; and official
symbols for classes and types of aircraft, vessels, and
guided missiles.

The first letter of the name or title code designates
the larger organizational group, and the second or third
letter designates a further breakdown of the larger
group. For example, “NA” designates naval air
stations. The “N” is for the Naval Shore Establishment
and the “A” for air stations. An Arabic numeral added
to the letter symbol further subdivides the code. For
example: FF—Fleets, Forces, Types, Areas, and Sea
Frontiers. FF1—U.S. Fleet, FF3—U.S. Task Fleets.

Fleets

File arrangement within any office depends upon
the mission of the office and on the volume of its
official correspondence. Normally, general
correspondence is stored in metal file cabinets., This
includes letters, and memorandums received or
originated by the office.

Folders are used to keep correspondence orderly in
the files. Standard file folders are available in two sires,
letter size (9 x 11-3/4 inches) and legal size (9 x 14-3/4
inches). The total number of folders and the appropriate
primary, secondary, or tertiary subject identification
numbers, or the name-title symbols, to be used are
determined by the volume of written matter in each
category to be filed. There may be no need to establish
folders on some major series groups, while others may
require several folders broken down to primary,
secondary, or tertiary numbers. The subject
identification numbers or name-title symbols should be
printed on each folder.

The subject identification number placed on the
correspondence by the originator assists in determining
the correct folder in which to file the correspondence.
This number, however, may not be appropriate for the
particular office concerned, thereby requiring

SECNAYV INSTRUCTION 5212.1 A
Originator ____| J
Type of directive l
Subject }
Coaseculive number
Revisi
0SNPO010

Figure 3-8.-Example of an identifying symbol assigned to an instruction.



reclassifying. The proper method of classifying a
document for the purpose of selecting the appropriate
file is to read it carefully and analyze it, considering the
following factors:

1. The most important, definite, or concrete

subject mentioned.

The purpose or general significance of the
document.

The manner in which similar documents are
requested by users of the files.

. The subject identification code under which
previous-documents of a similar nature are filed.

Directives are not placed in the general
correspondence files except when copies of instructions
and notices are attached to or interfile in such files
when needed to complete a record or document.
Instructions are filed in standard three-ring binders and
are arranged as follows:

1. In numerical order of subject identification
number.

2. By the originating office within each subject
identification number.

3. By consecutive number (suffix number) for
each originating office.

Notices are usually not filed because of their brief
duration. Should recipients believe it necessary to file
a notice temporarily, it may be interfile with
instructions.

Messages are filed by the data/time group number.
Normally, two files are maintained with one containing
incoming messages and the other outgoing messages.

DISPOSITION OF CORRESPONDENCE
AND RECORDS

Retention of obsolete and inactive correspondence
and records is costly. Such correspondence and records
should be destroyed or transferred in accordance with
approved records disposal instructions. If this is not
performed periodically, the volume of file space
required becomes excessive and the files become
unwieldy, thus inefficient. The destruction of records
is governed by law, which requires authorization by
proper authority. The authority for destruction of Navy
records is contained in SECNAVINST 5215.5, Disposal
of Navy and Marine Corps Records.

The provisions of SECNAVINST 5215.5 are
normally amplified by the issuance of local instructions
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outlining the procedures as they apply locally. The SK3
or SK2 should become familiar with these instructions.
However, you should not take it upon yourself to
determine the proper destruction or transfer of records
not clearly defined in these instructions. This is the
responsibility of senior petty officers, chiefs, or
commissioned officers.

Local Disposition

Not all material in the files have a record
characteristic. In fact, most printed matter found in the
supply department general files fall in the category of
nonrecord material. This includes documents that are
copies of those filed in the ship’s office or station
administrative department or material accumulated in
the process of producing records, but which never
acquire a record characteristic themselves.

SECNAVINST 5212.5 (part II for shore stations
and part III for ships) contains the retention standard for
naval records. Record materials are listed by broad
subject and the retention period is furnished.
Nonrecord material may be destroyed locally as soon as
it has served its purpose. Records material may be
destroyed upon completion of the retention period.

Unclassified records or nonrecords materials
authorized for destruction may be placed in
wastebaskets and disposed of in the normal manner for
trash. Classified matter authorized for destruction
should be destroyed by burning in the presence of two
designated witnesses. All persons witnessing the
destruction of classified material must have security
clearances at least as high as the category of material
being destroyed. Classified matter may also be
destroyed by pulping, provided destruction of the
classified material is complete and reconstruction
impossible.

TRANSFER TO FEDERAL RECORDS
CENTERS

Federal Records Centers have been established by
the General Services Administration in various
locations throughout the United States. Activities are
authorized to transfer records to Federal Records
Centers under certain conditions, including the
following:

1. When the records are specifically designated in

SECNAVINST 5215.5 for periodic transfer.

When the records are designated in
SECNAVINST 5212.5 for permanent or



indefinite retention and they have served the
activity’s immediate reference needs.

When the retention period of records of a
disestablished activity has not expired and the
records are not required either by the cognizant
bureau or office or by an activity assuming
responsibility for functions of the disestablished
activity.

When records have a retention period of more
than 4 years.

When records are inactive and are not required
for local operating purposes, providedit is
determined that savings can be effected by the
transfer.

OFFICE PROCEDURES AND BEHAVIOR

Your contribution toward good human relations in
your office is fully as important as what you do about
physical conditions. At this point in your career your
personal influence is expanding. Once you become a
petty officer, you are not only responsible for yourself
but are also expected to exhibit qualities of leadership.

KNOWING YOUR OFFICE

When you begin work in a new billet, one of your
first jobs is to learn as much as possible about the
organization in which you work. You should learn the
purpose for which your office exists and the duties it
performs. Then you should study the office
organization and the chain of command. This textbook
will help you by furnishing general information about
various types of offices to which you maybe assigned,
but them will always be more to learn when you actually
arrive at each new duty station.
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After you understand the functions of your office,
you will see how your own duties fit into these
functions. This knowledge will make your work more
interesting to you. Those files, for instance, that you
thought so dull, take on new interest when you know to
make use of the information they contain.

Those personnel who are now chiefs got there by
looking beyond their own jobs. You should know the
name and grade or rate of every member of your office,
and the manner in which signing officials sign their
names. You should also learn what part of the office
operation each person performs and how each person’s
work contributes to general office functions.

BEYOND YOUR OFFICE

The next step is to see your office as part of a huge
plan. You can look at any office to which you may be
assigned in two ways. One as a part of your own ship
or station. The other as a part of a broad program
operating through offices like yours in all ships and
stations, throughout the Navy,

Thinking of your office in its relation to your ship
or station, you should study the ship or station
organization. You should also study the names, titles,
and grades of those above your office in the chain of
command. You should know which other offices are
closely related to yours in their duties.

To understand the Navywide program of which you
are a part, study the publications related to your work.
Learn what reports are due and in what form.
Remember what you read in chapter 1 of this course
about various aspects of a Storekeeper’s work. To
which of these does your billet belong? How is it
related to others?



CHAPTER 4

MATERIAL IDENTIFICATION

This chapter discusses what is meant by material
identification. Why it is necessary. The way material
is identified, and the tools that are available for you to
use in identifying material. The problem of material
identification is not peculiar to the Navy nor to the
military. You probably have had occasion to purchase
a part for your car or for an appliance or to use a mail
order catalog. These items were all identified by a
catalog or part number. This is the material
identification system used by that manufacturer or
supplier. They use it for the same reason the Navy does.
It is a brief, accurate means of identifying one specific
item of material. Each company develops a system to
meet its own needs.

There are over four million supply items in the
Department of Defense (DOD) Supply System. The
Navy Supply System alone stocks over one million
items When requisitioning a specific item from a
supply activity, you must use the common language that
has been developed to accurately identify the item. This
tool is known as the Federal Supply Catalog System.

FEDERAL CATALOG SYSTEM

The Defense Logistics Agency (DLA), administers
the Federal Catalog System. This includes naming,
describing, classifying, and numbering of all the items
carried under centralized inventory control of the
Federal Government. The publication of related
identification data is also part of this task. The Federal
Catalog System also is used by North Atlantic Treaty
Organization (NATO) countries.

FEDERAL SUPPLY CLASSIFICATION
SYSTEM

The Federal Supply Classification (FSC) system is
designed to classify all items of supply used by the
Federal Government. Each item of supply is classified
in one, and only one, four-digit Federal supply class.
The first two digits denote the group or major division
of commodities the last two digits denote the class or
subdivision of commodities within a group. As
presently established, the FSC consists of 76 groups

(some currently unassigned). These stock groups cover
rather broad categories of material. Therefore, they are

subdivided into classes. There are approximatey 600
classes assigned to the 76 groups.

The number of classes within each group vary.
Each class covers a particular area of commodities, in
accordance with their physical or performance
characteristics, or based on the fact that the items in the
class are usually requisitioned or issued together. You
will learn the frequently used classes within the groups
by using them. Examples of how the classes are used
to divide types of material as shown in figure 4-1.

Together, the stock group and class are known as
the FSC.

The Defense Logistics Agency Cataloging
Handbooks, H2-1, H2-2, and H2-3 contain a complete
listing of assigned federal supply classification classes.

You will notice that the Federal supply groups starts
with group 10. The Navy uses the groups 01 through
09 for forms and publications which are not included in
the Federal Catalog System.

NATIONAL STOCK NUMBER

The national stock number (NSN) for an item of
supply consists of a four digit FSC group and class, and

GROUP 53 5305 — Screws

Hardware 5306 — Bolts

and 5307 — Studs

abrasives 5$310 — Nuts and washers
§320 — Rivets

GROUP 48 4810 — Valve solenoid

Valves 4820 — Valve angle

GROUP 40 4010 — Wire rope, steel

Rope, 4020 — Rope, fibrous

cable, 4030 — Hook, guy

oy =

fittings

Figure 4-1.-Classes of material within stock groups.



a nine-digit national item identification number (NIIN),
The NIIN consists of a two-digit national edification
bureau (NCB) code (which will be discussed
separately) and seven digits which in conjunction with
the NCB code, uniquely identify each NSN item in the
Federal supply distribution system. Figure 4-2 shows
the elements of an NSN in the order they are written.

Cognizance Symbol

A two-part cognizance symbol is used by the Navy
to provide supply management information. Then are
94 cognizance symbols currently in use. The majority
of stock transactions aboard ship use cognizance
symbols 1H, 9C, 9G, 9N, 9Q, and 9Z. The first part is
a single number that tells in what the stores account the
material is carried in the supply system. Briefly, the
numerical part of the cognizance symbol indicates the
following:

Material is held in the Navy Stock
Account (NSA). When this material
is issued, it must be paid for by the
requisitioner.

1,3,5,7

9 Material purchased by the Defense
Stock Fund and held in NSA. When
this material is issued, it must be paid
for by the requisitioner.

Material held in the Appropriations
Purchases Account or nonstores
account. This material is issued
without charge to the requisitioner.

2,4,6,8

The second part of the cognizance symbol is a
single-letter code that designates the inventory manager
or inventory control point (ICP) that has cognizance, or
control, of the material. These inventory managers may
be Navy or Defense activities.

Material Control Code

The material control code (MCC) is a single letter
code assigned by the inventory manager to indicate the
rate of usage or to designate those items having special
reporting and/or control requirements. The MCC is
discussed further in the latter part of this chapter.

National Codification Bureau (NCB) Code

An NCB code is a two-digit code which is included
as the fifth and sixth digits of an NSN or a NATO stock
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___jH
Stores Account N
Cognizance Symbol_J

Material Control Code

gﬁsaggmwmgz_

¥

Federal Supply Group

Federal Supply
Classification (Group)

Federal Supply
Classification (Class)

National
Codification Bureau Code

National Item Identification
Number

National Stock Number

Special Material Identification Code
09NPO012

Figure 4-2.-National stock number for an Item of supply.

number. It identifies the country that assigned the stock
number or it indicates that the stock number is used by
two or more countries. The NCB codes currently
assigned are listed in the NAVSUP P485.

National Item ldentification Number

The national item identification number (NIIN) is
a nine-digit number which identifies each item of
supply used by the DOD. The NIIN indexes or relates
to identification data information which makes it
different from every other item. The amount and type
of identification data depends on the item and its
intended use. Although the NIIN is part of the NSN, it
is used to independently identify an item. Except for
identification lists, most Federal supply catalogs are
arranged in NIIN order.

Stock records are also maintained in NIIN order as
are load lists and consolidated allowance lists.

Navy Item Control Numbers

Items of material that are not included in the Federal
Catalog System, but stocked or monitored by the Navy
Supply System, are identified by Navy item control
numbers (NICNs). NICNs are 13-character item
identification numbers. They are assigned by ICPs or
other Navy item managers for permanent or temporary
control of selected non-NSN items under their



cognizance. The NAVSUP P485 covers NICNs in
detail.

Local Item Control Number

Local item control numbers (LICN) may be
assigned to shipboard stocked consumable items which
are not identified by an NSN, a NATO stock number, or
another type of NICN. An LICN consists of 13
characters. The first four numbers correspond to the
FSC of similar NSN items, the fifth and sixth (NCB
code area) are “LL,” and the remaining seven are all
numbers. (See figure 4-3.)

Locally assigned item control numbers are authorized
for local use only (i.e., for shipboard stock records,
locator records, bin tags, issue documents, etc.). They
are not used for requisitions since they would be
meaningless to the supply source.

Special Material Identification Code

Special material identification code (SMIC) is a
two-position alpha or alphanumeric code assigned by
the Commander, Naval Supply Systems Command to
NSN items which require:

® Source of quality control
® Technical design or configuration control

® Special controls for procurement, receipt,
inspections, test, storage, and issue

Appendix 9L of the NAVSUP P485 lists the current
authorized SMICs. These codes are shown in the
Management List-Navy (ML-N) in the column headed
“Material Management Code (MMC),” and are
considered supplemental to the NSN. When an SMIC
is assigned to an NSN item, the SMIC will be suffixed
to the NSN in all supply documents and records.

7520-L1.-0000123

Appropriate FSC

Designation for a locally
assigned identification
number

Serially assigned
identification number

0ONPOQ13

Figure 4-3.—Local Item control number.

Technical Manual Identification
Numbering System (TMINS)

The TMINS is a plan for classifying, indexing, and
numbering Navy technical manuals to encourage
standardization and modernization. The 13-character
number, patterned after the 13-digit national stock
number, serves both as the technical manual
identification number and as the number used to
requisition a particular technical manual. TMINS
numbers are authorized for use on DD Forms 1348 or
message requisitions in DD Form 1348 form at using
RIC A04 or AOD, as appropriate. See NAVSUP P-485
and NAVMATINST. 4160.1 for further information on
the TMINS.

IDENTIFICATION ABOARD SHIP

You should be able to identify both the material in
your ships storerooms and the material requirements of
your ship. You do this by converting item nomenclature
or description into NSNs assigned in the Federal
Catalog System.

All items of stock must be recorded on stock record
cards. Any action which affects the quantity or value of
that stock must also be recorded. For this reason, all
stock transactions, receipts, and expenditures use NSNs
to make sure they are posted to the right stock card. If
you use the wrong NSN to requisition material for the
ship, you will probably receive an item that the ship
cannot use. Not only will the ship have spent its money
uselessly, but an item that may be urgently needed by
another ship or station will not be available. There is
also the additional delay of waiting for the right item
material to be ordered and received.

When taking inventory in a storeroom, you must
use the right NSN or the count may be posted to the
wrong stock card. To help prevent errors in inventory

and issues, all stock in the storerooms should be marked
with the right NSN. To do this you should:

® Place a stock tag on the front of the bin or drawer
if it contains only one type of material.

¢ Fasten a stock tag to the item.

® Write the NSN on the item with marking pen or
other permanent marking. It only takes a short
time to mark stock properly when it is
inventoried or received. It can save you a lot of
time later on.



TERMS

It is important to have a clear understanding of the
terms used in the material identification process. The
following terms are used in this process:

MATERIAL—refers to supplies, repair parts,
equipment, and equipage used in the Navy.

EQUIPMENT—any functional unit of hull,
mechanical, electrical, ordnance, or electronic-type
material, It operated by itself or as a component of a
system or subsystem. Equipment is identified by a
component identification number (CID), numerical
control code (NCC), allowance parts list (APL), or
similar designation.

SUPPORT EQUIPMENT—is equipment such as
test equipment, fixtures, hand tools, etc., required for
the maintenance, assembly, disassembly, overhaul,
repair, and test or check of an end item of equipment.

EQUIPMENT DIVISION—The standard terms
that describe the breakdown of electrical, electronic,
mechanical, pneumatic, and hydraulic military
equipment. They are explained as follows

® Part—one or more pieces joined together.
Normally, disassembly prevents them from
being used as designed (e.g., outer front wheel
bearing of a truck, an electron tube, a
composition resistor).

® Subassembly—is two or more parts which form
a portion of an assembly or a unit that can be
replaced as a whole. It may have a part or parts
that can be individual y replaced (e.g., gun
mount stand, window sash, recoil mechanism,
floating piston, telephone dial, terminal bead
with mounted parts).

® Assembly—a number of parts, subassemblies
or any combination, joined together to perform
a specific function (e.g., power shovel front, fan
assembly, audiofrequency amplifier). The
distinction between an assembly and a
subassembly is not always exact. An assembly
in one instance maybe a subassembly in another
(i.e., when it forms a portion of an assembly).

® Unit—an assembly or any combination of parts,
subassemblies, and assemblies mounted
together, normally capable of independent
operation in a variety of situations (e.g.,
hydraulic jack, electric motor, electronic power
supply, internal combustion engine, electric
generator, radio receiver). The size of an item is

a consideration in some cases. An electric motor
for a clock may be considered as a unit, because
it is not normally disassembled.

¢ Group—a collection of units, assemblies, or
subassemblies which is a subdivision of a set or
system. It is not capable of performing a
complete operational function (e.g., antenna
group, indicator group).

EQUIPAGE—items which require management
control afloat because of one or more of the following
factors:

¢ High unit cost
¢ Vulnerability to pilferage
¢ Essential to the ship’s mission

Equipage does not include installed mechanical,
electrical, ordnance, or electronic equipments,
components, or systems. Equipage items are usually
identifiable to an end-use application aboard a ship.
Allowed quantities of the item are determined on an
individual ship basis. Chargeable items of equipage are
identified in procurement, receipt, and consumption
documents by the letter “E” in the second position of
the applicable fund code. (See NAVSO P-3013.)

¢ Controlled Equipage—to those items of
equipage that require special management
control because the material is:

1. essential for the protection of life, or

2. relatively valuable and easily convertible to
personal use.

Controlled equipage (e.g., life preservers, gas
masks, binoculars, and firearms) is usually carried on
board in allowance quantities only, and require special
inventory control in accordance with NAVSUP P-485.

¢ Equipment and Equipage Replacements Funded
by a Type Commander as Controlled
Equipage—durable, high priced, and essential
items of equipment and equipage not designated
as controlled equipage. These are normally
replaced during a ship’s regular overhaul only.
Replacement of such items as anchors, shots of
chain, chain stoppers, binnacles, pelorus, and
laundry equipment during a regular overhaul,
are chargeable to overhaul funds. If replacement
of these items is required between overhauls an
OPTAR augmentation is normally requested
from the type commander.

REPAIR PART—any item, including modules and
consumable-type materials, which has an equipment



application and appears in an APL, stock number
sequence list (SNSL), integrated stock list (ML), Naval
Ship Systems Command drawings, or a manufacturer’s
handbook. Section A of Part III of the COSAL (SNSL
of storeroom items) lists equipment-related consumable
and repair parts normally stocked by the supply
department. Any item in Section A is considered a
repair part.

CONSUMABLE—administrative and
housekeeping items, common tools, paints, cognizance
symbol 11 forms, or any other items not specifically
defined as equipage or repair parts. Materials such as
general-purpose hardware, metals, lumber, and
lubricating oil also are considered to be consumable in
procurement transactions. But, they are be treated as
repair parts in shipboard issue transactions when the
material is to be used to accomplish maintenance
actions.

REPAIRABLE— a component or part designated
by the cognizant inventory manager as an item which
can be economically repaired when it becomes
unserviceable, Repairable items are identified by
material control code (MCC) D, E, G, H, Q, or X. MCC
D items maybe disposed of locally when they become
unserviceable and cannot be repaired (by an
organizational or intermediate maintenance activity.
MCCE, G, H, Q, and X items are mandatory turn-in
repairable. These items must be transferred to a
designated depot level repair facility collection point
(see indicated in the Master Repairable Item List
(MRIL)) when they become unserviceable and cannot
be locally repaired. (See NAVSUP P-485, for more
information.)

CIRCUIT SYMBOL— used for electronic
equipment in the same way that part numbers, drawing
numbers, etc., are used for other equipment. Most
circuit symbol numbers are cross-referenced in the
APLs to an NSN for the particular part required.

END ITEM— a combination of products,
component parts, and/or materials that are ready for
final intended use. It is an equipment of one of its major
subdivisions.

ARTICLE-a collection of items within a class
(e.g., ensign, all nations or hats, white all sires).

ITEM— each size or color, of an article (e.g., ensign
U.S. No. 7).

REPLACEMENT ITEM— an item supplied as a
spare or repair part in place of the original part.
Replacement items are not necessary interchangeable
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with the items they replace. They may be of better
quality or may have greater capacity. Replacement
items are not substitutes because they are supplied on a
continuing basis.

MAKE ITEM— an item that is made from raw or
bulk stock or by modifying other stocked items. They
are not procured for stock or issue in finished form.
Make items are source coded “MF” or “MO” in the
COSAL.

EQUIVALENT ITEM— an item similar to another
item to the extent that its characteristics are in strict
accordance with the specifications for the item it may
replace. Repairable assemblies are equivalent only if
their “purchased repair parts” and performance are also
equivalent. “Purchased repair parts” are limited to
those items of a design peculiar to the repairable
assembly concerned.

INTERCHANGEABLE ITEM—a nonequivalent
item used in place of another item in all application

SUBSTITUTE ITEM— an item authorized for
one-time use in place of another item, based on a
specific application and request. Equivalent or
interchangeable items are not included in the term
“substitute items.” No substitute will be used that might
adversely affect any of the following:

1. Safety of flight (considering all primary
structure and equipment);

2. Efficient performance of any aircraft, engine,
accessory, or equipment;

3. Manufacturer’s guarantee or warranty; or

4. Delicate, sensitive, or critical assemblies, or
those subject to environmental condition, high
speed, or high loads.

The authority for a substitute is automatically canceled
as soon as a substitution is made. Additional requests
for the same substitute item must be considered
separately and entirely on the merits which justify its
preference.

ACCESSORY— a part, subassembly, or assembly
designed for use in conjunction with or to supplement
another assembly, unit, or set. It contributes to the
effectiveness of the accessory without extending or
varying the basic function of the assembly or set. An
accessory may be used for testing, adjusting, or
calibrating purpose (e.g., test instrument, recording
camera for radar set, headphones, emergency power
Supply).



ATTACHMENT— to a part, assembly, or
subassembly, designed to be used with another
assembly, unit, or set. It contributes to the effectiveness
of the attachment by extending or varying the basic
function of the assembly, unit, or set (e.g., hoisting
attachment on a truck, milling attachment for a lathe).

MAJOR COMPONENT— an item supported by an
APL, but used in a larger item, such as an equipment.
For example, the meat slicer in the enlisted dining
facility is an equipment which is supported by an APL,
and contains two components, the drive motor and the
starter motor, both supported by individual APLs.

MAJOR UNIT OR COMPONENT— a component
or segment of an equipment. For example, a radar set
may have several major units, among them an amplifier,
tuner, antenna pedestal, etc.

ALTERNATE NUMBER— a type of reference
number. Identification to an NSN is made normally by
use of a primary reference number. Additional numbers
that can be used to determine an NSN, such as
manufacturers’ part numbers, drawing and piece
numbers, are referred to as alternate numbers.

REFERENCE NUMBER— any number other than
the current stock number, or circuit symbol in electronic
equipments, used to identify a part. The most important
reference numbers are manufacturers’ part numbers.
Superseded stock numbers are also a type of reference
number. Reference numbers are used in the Master
Cross-Reference List (MCRL) and Coordinated
Shipboard Allowance List (COSAL) to determine the
NSN.

COMMON ITEM— an item of standard design,
application, and specification normally procurable
from several manufacturers or suppliers, or available
from only one manufacturer but with wide usage. Also
an item that may have multiple applications.

PRESENTATION SILVER— gifts of silver (a
single item or a group of items) occasionally received
by U.S. Navy ships from states, municipalities,
organizations, individuals, or other sources. (See
NAVSUP P485.)

STOCK MEASUREMENT

Accurate measurement of stock is very important.
When identifying either material or requirements, you
should consult the stock list to be sure you are making
the right measurements accurately. For most purposes,
a steel measuring tape is accurate enough. For
lightweight sheet metal or wire, a wire and thickness
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gauge is necessary. Stock identification lists contain
tables for converting gauge to decimal or fractional
parts of an inch.

SYMBOLS AND MARKINGS

As an aid to identification and as a safety
precaution, many items are marked by symbols, codes,
and serial numbers.

SYMBOLS

In addition to the NSN, symbols and color codes are
used on certain metal products, and compressed gas
cylinders. These are used primarily by technicians to
quickly identify these products and by you for storage
purposes. In ordering and expending, the NSN should
be used.

Metal Products

Marking of iron and steel (ferrous) and other metal
(nonferrous) products is covered by FEDSTD-1836,
which provides for continuous marking.

The term “continuous identification marking”
means that the marking appears at set intervals on a
piece of stock. It is put on with a heavy ink, similar to
paint. When a piece of bar stock is cut, each piece
should carry the proper identification. The markings
must give: (1) the producer’s name or registered
trademark, and (2) the commercial designation of the
material.

Marking terms for the various commercial
designations are found in FED-STD- 1836.

Some iron and steel products are not included in the
continuous identification marking system outlined in
FED-STD-1836. Required markings for these products
are included in the material specifications. For
example, boiler tubes are not marked continuously, but
Navy specifications covering boiler tubes usually
require that tubes of a certain size be marked at each
end. Smaller tubes than those covered in the
specifications may be bundled and tagged. NAVSUP
P485 and FED-STD-1836 contain information on how
and where these markings must appear on various metal
products.

Compressed Gas Cylinders

A common color code for compressed gas cylinders
is published in MIL-STD-101 and NAVSUP P-485 to
provide a visual warning to supplement the



identification or title lettered on the cylinders,
facilitate the segregation of these cylinders at depots,
and promote greater safety.

Cylinders are color coded as a visual aid in
identifying the gas contained therein. However,
complete dependence for identification should not be
placed upon the color coding. Positive identification
of each gas depends upon the stenciled name and
color code of the cylinder and the indented name on
the valve body. (See figure 4-4.)

NUMERICAL MARKINGS

To facilitate identification, certain technical
material may bear numerical markings assigned either

by direction of the responsible command or by the
manufacturer. These numbers are used in maintaining
records on the material and appear on all vouchers,

records, custody cards, and survey reports.

Manufacturers Serial Numbers

Manufacturers’ serial numbers may be etched on
the material or in case of portable and installed
equipment may be attached to the equipment by
nameplates. Information usually included on
nameplates includes the manufacturer’s name, make or

model number, serial number, size, and voltage.

COLOR IDENTIFICATION
T T
— i
[—-4" ]
T
A Bl ICI BODY
COLOR MARKINGCS
TYPE OF GAS
A B (o] BODY
Acetylene Yellow Yellow Y ellow Y eliow
Air (Oil-pumped) Black Green Green Black
Air (Water-pumped) Black Green Black Black
Ammonia Brown Y ellow Orange Orange
Argon {Oil-pumped) Gray White White Gray
Argon (Water-pumped) Gray White Gray Gray
Argon-Oxygen Gray Green Gray Gray
Butane Yellow Orange Yellow Y ellow
Butans-Propans mixturs Yellow Orange Yellow Yellow
Carbon Dioxide Gray Gray Gray Gray
Carbon Dioxide (Fire only) Red Red Red Red
Chlorine Brown Brown Brown Brown
Dichlorodifluoromethane (Freon 12) Orange Orange Orange Orange
Dichlorotetrafluoroethane (Freon 114) Orange Orange Orange Orange
Ethyiene Oxide Ysilow Blus Buff Bu#
Ethylene Oxide-Carbon Dioxide (Carboxide} Buff Bilue Buff Buff
Helium (Oil free) Buff Gray Gray Gray
Helium (Oil pumped) Gray Orange Gray Gray
Hydrogen Yellow Black Y ellow Y ellow
Monobromotrifluoromethane (Fire only) Red White Gray Red
Monochlorodifluoromethane (Freon 22) Orange Orange Orange Orange
Nitrogen (Qil pumped) Gray Black Gray Gray
Nitrogen (Water pumped) Gray Black Black Gray
Oxygen (Medical) White Creen Green Green
Oxygen, Aviator's Breathing Green White Green Green
Oxygen, Technical Green Green Green Green
Oxygen~-Nitrogen Black White Green Green
Propane Y ellow Orange Yellow Yellow
O9NPOO14

Figure 4-4.—Color codes for compressed gas cylinders.




Other Numbers

DRAWING NUMBERS—Certain technical
materials are identified by a drawing or sketch number
assigned by the controlling bureau or systems command
or by the manufacturer, and must appear on all
requisitions when a stock number is not assigned.

JCEC NOMENCLATURE—some items of
electronic equipment are identified by Joint
Communications Electronics Committee (JCEC)
nomenclature (AN/UYK-5(V)) or Navy type
(R-390A/URR) or model number (MK 9 MOD 2) as
well as stock and serial number. In addition, major units
of fire control radar equipment are identified by mark
and modification numbers.

MARK AND MODIFICATION NUMBER—
Ordnance material usually is given a mark and
modification number, a drawing number, and a piece
number. These serve to identify the part and facilitate
reference to ordnance publications. Ordnance
equipment may also be serially numbered, giving
individual identify to units that are physically alike.
This number is stamped on certain ordnance equipment,
such as a rifle or pistol to facilitate identification of the
manufacturer and to place responsibility for custody.

TOOLS OF IDENTIFICATION

So far you have studied the need for classifying
material, how material is classified, how the NSN is
constructed, how the NSN is used to classify material,
the types of material used in the Navy, and the various
markings used in identification.

The classification of material as to type is important
because of the method used in accounting for ship’s
money. This is discussed later in this TRAMAN.

Material identification does not end with the
assignment of a stock number. The customers of the
supply system need some means of identifying their
requirements with the stock numbers assigned to them,
and of detemining the authorized quantities to carry
on bead. Identification of these requirements may be
determined by using the following lists:

¢ Management List-Navy-provides current data
for requisitioning purposes (unit/issue/price,
etc.).
® Allowance Lists—contain the items authorized,
and recommended quantities that should be on
hand and provide descriptive data which
associate a material requirement to an NSN.
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e Load Lists-reflect the range and depth of
material carried by Combat Logistics Forces
(CLF) ships (including tenders and repairships),
or bases to fulfill assigned supply support of fleet
units.

INTRODUCTION TO FEDERAL
SUPPLY CATALOGS AND RELATED
PUBLICATIONS (NAVSUP P-4000)

All Storekeepers should become proficient in the
use of the Introduction to Federal Supply Catalogs and
Related Publications (NAVSUP P-4000) because it
presents a consolidated text of the features and
guidelines for use of various Federal Catalog System
and Naval Supply Systems Command (NAVSUP)
publications. It also presents instructions which
disseminate information relative to items within the
Navy Supply System and indicates the interrelationship
of the various publications.

Complete and accurate management data must be
available for requisitioning purposes and for effective
financial and inventory control of material. The
Management List-Navy (ML-N) provides the basic
management data. Related publications supplement the
ML-N by providing additional management data or by
consolidating certain information for reference
purposes.

The ML-N and related publications are described
in detail in individual chapters of the NAVSUP P-4000.
Publications covered by this “Introduction” presents
data using the format of the national stock number
(NSN) and the national item identification number
(NIIN). The short descriptions of what is contained in
each publication should be used as a first step in
obtaining required material identification and
management data

The NAVSUP P-4000 is published by the Navy
Fleet Material Support Office. This publication is not
maintained on a fixed schedule. However, it is updated
by change notices when required, or republished when
the content is revised significantly.

MANAGEMENT LIST-NAVY

The Management List-Navy (ML-N) is the basic
publication relating to NSN management data. It is
published in NIIN sequence and includes only items for
which Navy interest has been recorded. Ammunition
items are included, but the Catalog of Navy Ammunition
Stock, NAVSEA OD 12067/NAVAIR 11-1-1186, is still
essential for ordering and reporting.



The ML-N omits subsistence items. The source for
subsistence is the book edition of the Federal Catalog
for Subsistence compiled by the Defense Personnel
Support Center. It also omits cryptographic/
cryptologic and Defense Nuclear items which are listed
in security classified catalogs produced by the
respective DOD agencies.

The ML-N is a Navy-tailored publication;
therefore, many NSNs may be found in the MCRL that
are not in the ML-N. If the item being researched is not
found in the ML-N (including deleted items) and a
continuing requirement exists, the using activity must

take the necessary action to establish Navy interest. The
format of the ML-N is illustrated in figure 4-5.

For definitions and explanations of the various
codes and information found in the columns of the
ML-N, refer to the Introduction to Federal Supply
Catalogs and Related Publications, NAVSUP P-4000.

RELATED PUBLICATIONS

The Fleet Material Support Office publishes related
publications that supplement the ML-N by providing
additional management data and by consolidating
certain information for reference purposes. The
following are brief descriptions of these related
publications.

MASTER CROSS-REFERENCE
LIST (MCRL)

The MCRL published on microfiche provides
cross-reference information from reference numbers to
NSNs (Part 1) and from NSN to reference number (Part
II), to assist in identifying items in the supply system.
(Refer to figure 4-6.)

The MCRL is a consolidated publication and
includes items of supply which are used by all services;

therefore, many NSNs will be listed in the MCRL which
are not listed in the ML-N.

Part I of the MCRL is printed in reference number

sequence. Reference numbers are sequenced

alphanumerical.

You should remember that when looking up a
reference number, several methods of representing the
number may be used. Different arrangements of the
reference number should be tried before deciding that
an item it is no longer listed. For example:

137 BCA 123 B
137#BCA/123-B
137-BCA-123-B
137 BCA-123B
137BCA123B

PHRASE STATEMENT

S
VI UNIT PRICE| L
c

C$| MMC IIR RRC—[ SMCC

]
) ITEM NAME
L

09NPOO1S

Figure 4-5.-Management List Navy (ML-N).



REF. NO. FSCM
55599 62983
556 24161
556-012-001 16665
556-1137 46859
556-1182 46859
556-2332 46859
556-35-1246FW160P

2 01351
556-3541 46859
556-3541-~1 46859

MCRL PART I

g i

RNVC NSN
2 4320-00-057-0782
2 3030-00-269-9669
2 5950-00-237-7237
2 5841-00-323-0747
2 5365-00-323-0749
2 5305-00-433-9273
2 3020-00-967-4607
2 5365-00-514-0353
2 5365-00-~200-5226

MCRL PART 11
NSN REF. NO, FSCM RNVC
4320-00-057~0782 55599 62983 2
$365-00~200-5226 $56-3541-1 46859 2
5950-00-237-7237 556-012-001 16665 2
3030-00-269-9669 556 24161 2
$841-00-323-0747 556~-1137 46859 2
5841-00-323-0749 556~-1182 46859 2
5305-00-433-9273 556~2332 46859 2
5365-00-514-0363 556~3541 46859 2
3020-00-967-4607 556-35-1246FW160P
2 01351 2 0SNPOD16

Figure 4-6.—Master Cross-Reference List (MCRL), Parts | and II.

Reference numbers having too many characters to
permit complete listing on one line in the 16-character
field are considered long reference numbers and are

continued, indented one space, on the next line or lines.

Since January 1980, seven basic elements of
information were included in the MCRL. Each
microfiche includes two similar sets of data. The
information is presented as follows

® Reference Number—A number, other than an
activity stock number, used to identify an item
of production.

¢ Commercial and Government Entity—The
applicable manufacturers assigned five-digit
code as listed in the cataloging Handbook H4-2.

® National Stock Number—The NSN assigned to

the reference number.
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Reference Number Variation Code-A code
indicating whether the reference number is item
identifying or requires additional data to
correctly identify the item of supply.

Reference Number Category Code—A code that
designates the relationship of a reference
number to the item of supply.

Description Available—Description
available/not available.

Item Name—Nomenclature of the item.

For a more complete description of the above titles
and their codes, refer to the NAVSUP P-4000.

LIST OF ITEMS REQUIRING SPECIAL
HANDLING (LIRSH)

The LIRSH is published to identify items which
require special handling. This is a reference publication



used in conjunction with other publications, such as the
MRIL and/or Hazardous Material Information Systems

(HMIS).

Items are listed in NIIN sequence. Each microfiche
is arranged, as shown below. Blanks indicate that a
specific code is not applicable to the NSN.

® Cog—The cognizance code assigned to the

NSN.

MCC—The material control code assigned to
the NSN.

FSC—The Federal supply class assigned to the
item.

NIIN—The national item identification number.

SMIC—The special material identification
code.

REP—The repairable material code.
SCC—The security classification code.
SL—The shelf-life code.

SLA—The shelf-life action code.

HZD—The hazardous material identification/
classification code.

In addition the following categories of items
requiring special handling are contained in the LIRSH:

e Repairable Items-Refer to NAVSUP P-4107,
Master Repairable Item List (MRIL), for turn-in
instructions.

Shelf Life—Items determined by the inventory
manager to be deteriorative in nature.

Physical Security Code Item—refer to
OPNAVINST 5510.1C for special handling
instructions. (other than unclassified SCC “U”
items.)

Hazardous Items-Refer to DOD 6050.5L and
LR, HMIS, for labeling and storage
requirements.

The codes and definitions for data printed in the
LIRSH are listed in the NAVSUP P-4000.

MASTER REPAIRABLE ITEM LIST (MRIL)

The MRIL is a catalog of Navy-managed repairable
items. The primary purpose of the MRIL is to provide
fleet activities the data required for disposition of NRFI
(Not Ready for Issue) repairables, including repair level
data, shipping data, or, when applicable, local disposal
instructions. In addition, other selected management
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data is provided. The MRIL is with the instructions
listed below. When preparing repairable for retrograde
shipment for:

s SHIPS—follow the instructions for
documentation, marking, tagging and
transfer/shipment found in NAVSUP P-485.
Guidance for protecting and packaging
repairables for shipment is found in NAVSUP
P-484.

STRATEGIC SYSTEMS PROJECT OFFICE
COGNIZANCE MATERIAL—This includes
Cognizance Codes 6A, 6H, 8H, 2P, 4P, 6P, 8P,
2X, 4X, 6X, and 8X. FLEET Ballistic Missile
(FBM) activities will process FBM repairable
in accordance with the FBM Master Repair List
(MRL) as specified in SPCCINST 4423.39
series. These are the FBM Weapon System
Repairable Program Requirements and
Procedures. Non-FBM activities should prepare
invoices and ship these materials in accordance
with the instructions contained in the MRIL.

References to applicable instructions for shore
activities and foreign governments when preparing
repairables for retrograde shipment are contained in the
NAVSUP P-4000.

The MRIL is divided into two parts:

Part I—Listing of Items: Contains NSNs and
NICNs of repairable items, and aircraft engine
type/mode/series identifiers, and information needed
to make repair/turn-in determinations on repairable
and aircraft engines. Items in this part are listed in the
following sequence: (1) NICNs in NIIN sequence, (2)
NSNs in NIIN sequence, and (3) engine models in
alphanumeric sequence. (See figure 4-7.)

Part II—Shipping Addresses: Contains addresses
of designated overhaul points (DOPs) including
contractors, and other indicated destination for all items
listed in Part 1. Addressees are listed in shipping code
sequence. (See figure 4-8.)

How to Use the MRIL

IF THE NATIONAL STOCK NUMBER IS NOT

KNOWN. Look up the part number/reference number
In the MCRL.If part number appears more than once,

refer to CAGE (using Cataloging Handbook H4-2) to
determine the manufacturer. Once the right part
number has been found, the NIIN can be determined.
Using the NIIN, refer to Part I for shipping
instructions.




PART I-LISTING OF ITEMS

LONG SCHED €0G NATIONAL SPEC. REPAIR SECUR- SHIP-  MOVEMENT NOTES
SUPPLY REMOVAL SYMMOL/ STOXX MATL LEVEL 1Y PING PRIORITY
IND. ocoMr MATL NUMBER/ IDENT CODE  ClASS CODE  DESIGNA-
CARD CONTROL NAVY ITEM CODE TOR
CODE CODE CONTROL
NUMBER
L 3 C M NSN/NICN M R s SHG M NOTES
3 R o ¢ L E CODE P
I c ¢ C [ c D
hd 78 H  1325.LLHDZ092S D v NOOI63 13
IR H 1560000764591 GT I U w20203 13 WISSA
IR H  163000-085-2625 LC 1 u w20243 13 DMISA
IR H 6610000861632 FZ ] U NOQ207 13 HIBURNER
IR B 586500-1007298 FE 1 u C2007% 13 CLAMP
. IR H 5365001174136 BA 1 V] xxX 13
TH H  101000-381.0658 D u NOCIS9 13 CTNR 7835002
6A Q 935004125854 D u NOD6I2 06 SEE SP4423.39
BLUESTRIPE
Y ™ E 1440-00-421-4388 D v NOO!09 03 FIRM ITEM
N60701 REDSTRIPE
0ONPOO17

Figure 4-7—Master Repairable Item List (MRIL), Part I.

PART Il—SHIPPING ADDRESSES

SHIPPING CODE

SHIPPING INSTRUCTIONS

UNIT IDENTIFICATION
CODE/FEDERAL SUP-
PLY CODE FOR

CDR DCASR NEW YORK
C/0 TREADWELL
CORPORATION
RAILROAD STREET
THOMASTON, CONN 06787

SPECIAL MARKINGS:
FOR OVERHAUL AND
REPAIR ON CONTRACT
NO00104-71A-0174

MANUFACT.
SHIPPING SHIPPING UIC/FSCM
CODE INSTRUCTIONS
C44100 SHIP TO: Q81412

O0SNPOO18

Figure 4-8—Master Repairable Item List (MRIL), Part I1.

IF THE NATIONAL STOCK NUMBER IS
KNOWN. Refer directly to Part I for turn-in
instructions.

USING PART I. Look over the entire line item entry
noting such elements as Security Classification, and
Notes. If the item has not been processed through art
intermediate maintenance activity, note the repair
maintenance code (RMC). If RMC is “O” (for
Organizational) or “F,” “G,” “H,” (for Intermediate),

take action to attempt local or intermediate repair as
appropriate. (NOTE: Make sure that replacement
requisitions are not submitted until local or
intermediate repair efforts have been exhausted.) If
the “Shipping Code” column shows a six-character
shipping code, refer to Part II for shipping document
marking instructions. If the “Shipping Code” column
shows one of the special two-digit codes, take action
as indicated.
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HAZARDOUS MATERIAL
INFORMATION SYSTEM

The HMIS (DOD 6050.5L and LR) provides
information to assist users who handle hazardous
materials in the performance of their jobs to minimize
the risk. There is a wide range of data in the HMIS
related to safety, health, packaging, labeling,
transportation, and disposal of hazardous materials.
HMIS also provides labeling and packing requirments,
shipment, storage, and handling safety precautions as
well as other characteristics of the items listed. The
listing is separated into three sections as follows:

® Trade Name/Product Identity Cress Reference
o Part Number Cross Reference (PN XREF)
® Specification Number Reference (SPEC XREF)

NOTE: The HMIS mentioned above is in microfiche
format and consists of two versions, The DOD 6050.5L
contains nonproprietary information and DOD
6050.5LR contains both nonproprietary and proprietary
information. The HMIS is also produced in Compact
Disk format.

AFLOAT SHOPPING GUIDE (ASG)

The Afloat Shopping Guide, (NAVSUP P-4400) is
designed to assist you in identifying NSN items most
frequently requested by ships. It includes:

® 3 detailed description of each item,

® a specific code to designate items carried by
combat logistics forces (CLF) ships,

® the stock numbers of substitute items, if any, and

¢ the specifications for illustrations or diagrams of
many types of material. Refer to figure 4-9 for
a sample page from the ASG.

IDENTIFICATION LISTS (ILs)

ILs provide descriptive and illustrative data used to
identify or select items of supply. Data is provided only
for active, descriptive-type items of supply which have
at least one recoded user.

ILs are consolidated publications used by all
services. Some NSNs identified in the ILs are not listed
in the ML-N.

ILs are published by Federal Supply Class/Federal
supply
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Group. Each contains an introduction and specific
instructions for its use.

Stock numbers for each IL are assigned by the Navy
Publications and Forms Directorate, Philadelphia PA,
and are included in the NAVSUP P-2002.

Each IL consists of at least two microfiche. The
first fiche contains the:

® Catalog Identification frame
¢ Instructions for use

¢ Introduction

¢ Abbreviations

¢ [tem Name Index

The second frame contains an NSN Index and the
Identification Data consisting of Descriptive Method
Items and Illustrations.

Each microfiche has an Index frame located in the
lower right comer of the microfiche (frame 01 8). This
frame will show the first NSN or Item Name on each
frame of the microfiche. For the NSN Index, frame 018
will show the first NSN on each frame and for the
Descriptive Section, the first Item Name.

Each microfiche is by identified by a title printed
across the top of the microfiche that can be used without
a reader.

Distribution of ILs to afloat units, except for
petroleum, medical, and subsistence items is restricted
to load carrying ships and aircraft carriers. Requests
from other ship classes for ILs excluded as above must
be submitted via the appropriate type commander via
SPCC.

NAVY ITEM CONTROL NUMBER TO
NATIONAL ITEM IDENTIFICATION
NUMBER, (NICN to NIIN)

The NICN to NIIN file is designed as a
cross-reference to assist in the identification of those
NICNs that which have assigned NSNs. This
publication is distributed on microfiche only and
sequenced by the last nine digits of the NICN as shown
in figure 4-10.

NICNs are not included in the Navy Management
Data File (NMDF) nor in the Management List-Navy
(ML-N). However, a separate history file containing
NICN to NIIN cross-reference is maintained at SPCC.
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BUSHING | sHAFT | BODY . MOType
TVrE TAPER WATTE SIZE DIA. DIM. ric Thims RVOSAYSO
00-851-5648 K 502C
RV2 A ] 3/8-32 14 .64 x .42 1 009544038 10K 103C
RV2 c 112 3/8-32 14 64 x .42 1
RV4 A 3 3/832 il4 55 .45 i P WATT
RV4 C. F 1 3/8-32 )4 90 x .48 1
RVS A 12 1/4-32 )/ 15 x.37 1 Locking bushing, 7/8 in. Ig shaft.
RVE A 112 1/432 1/8 .50x.37 2 Mil Type
RVE C, F 1/4 1/4-32 1/8 .50x.37 2 Ohms  RVALAYSA
00-578-9051  IMEG  105C
1 WATT Standard bushing, 7/8 in. Ig shaft.
Locking bushing, $/8 in. Ig shaft. Mil Type Standard bushing, 7/8 in. ig shaft.
i Tyﬁ Ohims RVANAYSD Mil Type
Ohms RV2LAYSA 00-556-3041 100 10tA Ohms RV4ANAYSD
00-815-5498 10K 103A 00-552-2859 00 S01A 006816172 $00 $01C
00-552-5478 1K 102A 00-552-3480 10K 103¢
Siandard bushing, 7/8 in. ig shait. 00-577-9976° ik
Mil Type 00-539-5013 25K  252A Standard bushing, 7/8 in. 3. (Shaft and panel
Ohms RV2N 00-643-5626  SK SO2A seaked.)
008358870 1.SK  AYSDIS2A 00-5784471 15K 7S2A Mil Type
005776805 10K AYSDI03A 00-556-3350 10K 1034 Ohms  RVASAYSD
00-964-6059* 10K BYSD103A 00-552-5479 15K 1534 00-542-9406 SO0 501C
008530798 100K  AYSDIO4A 00-539-1559 25K 253A
*With SPST switch. 00-539-4900 50K 503A Standard bushing, 2-1/2 in. Ig shaft.
pua i b o R
i ) 3 hms 4NAYSK
Locking bushing, /8 in. 'l"“‘l“: T 00-893-9499 500K  SO4A 00-553-9970 25K 252C
Ohms R{‘/ “f:;s A 00-501-7307  1.SMEG 155A 00-578-4134  SOK $03C
00655-3312 IMEG  205A
00-681-3688 30 S00A *With SPST awitch, MIL Spec type FTAPER
00-503-5984 100 101A RVANBYSD102A.
00-503-6218 250 251A /4 WATT
005354297 305 501A
00-646-5958 1K 1024 Locking bushing, 5/8 in. Ig shaft.
00-539-2567 235K  252A Mil Type
00-519-2479  SK 5024 Standard bushing, 1-1/4 ia. lgshafi. Ohmy  RVELAYSA
005185595 10K i03A Mil Type 00-752-33717 50K SO3E
00-501-7314 25K 253A Ohms  RVANAYSG
00-501-5184 50K S03A 008111750 25K 252A L WATT
006654992 100K 104A Locking bushing, 5/8 in. \g shaft.
00-552-2093 150K  234A Mil Type
00-518-5593  SOOK  SO4A Obms  RVALAYSA
00-518-5609 IMEG  105A 00-683-5996 10K 103E
00-552-5487 SMEG  505A Standard bushing, 2-1/2 in. Ig shaft.
Mil Type INDUSTRIAL TYPE. A tapes. Fully inclosed
Locking bushing, 7/8 in. Ig shaft. Ohms  RV4NAYSK body with 1/4 in. diameter siotted shaft and
Mil Type 00-5394999 100 101A mounted by a 3/8 - 32 thread bushing.
Ohms  RVALAYSD 00-539-2568 250 251A
00-577-37117 235K 252A 00-5574637 500 S01A Single section
00-577-3645 25K 2534 00-500-7588 1K 1024 2-1/4 Watt at 70 deg C, body dimension. 11/16
00-556-3042 100K 104A 00-542-8724 2.5K 282A in. ig x 1-5/32 in. diameter, 1-7/16 in. ig shaft,
000237931 IMEG  105A 006661036  SK $02A panel sealed bushing, 3 solder lug terminals.
00-665-5095 10K 103A
Standard bushing, 1/2 in. Ig shaft. 00-581-2846° 10X 004324992 350 OHMS 10% tol
Mil Type 00-500-7879 25K 2534
Ohme  RV4NAYSS 00-542.8744  SOK 503A 3 Sections
00-542-8046 1K 1024 00-3394576 100K  104A
00-646-5957 10K 103A 00-5394578 250K  2S4A 2 Watt at 70 deg C, body dimension. 1-39/32
00-646-5981 25K 253A 005394998  SOOK  SO4A in. ig x 1-5/32 in, diameter, 5/8 in. ig shaft, 9
006436284  S0X $03A 00-552-225¢  IMEG  103A oider jug terminais.
00-542-8048 100K 104A *With SPST switch, MIL Spec type
00-S42-8051  IMEG  10SA RV4NBYSK103A 00-264-7818 2.5 meg. 2.5 meg, 20%, 25K, 10%
Figure 4-9.—Page from the Afloat Shopping Guide, (ASG).
NICN CNC NIIN COG FSC
LLHDS59889 MA 008912963 9C 2920

Figure 4-10.—Navy Item Control Number to National Item Identification Number, (NICN to NIIN).
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OTHER AIDS IN IDENTIFICATION

In addition to the ML-N and related publications,
other aids and sources are available to assist you in
identifying a requirement. These are discussed below.

Department of Defense Sections of
the Federal Supply Catalog

DOD sections of the Federal Supply Catalog are
published by defense supply centers for use by the
military services. Each DOD section contains items in
the FSC groups and classes assigned to a particular
Defense Supply Center. Also contained is
identification, price, and management data for each
item. DOD sections of the Federal Supply Catalog are
listed in the Navy Stock List of Publications and Forms,
Cognizance Symbol I, Section 1.

GSA Supply Catalogs

GSA Supply Catalog Series consists of a guide and
four commodity catalogs, identified as follows:

The guide section contains consolidated
alphabetical and NSN indexes for the items listed in the
four commodity catalogs. It directs the user to the
catalog that contains the listing of the item sought.
There is also detailed information about the Federal
Supply System (FSS) Stock program and requisitioning
procedures.

The tools catalog contains listings of common and
special-use tools. It includes many of the tools listed in
earlier GSA catalogs and has alphabetical and
numerical indexes and a price list.

The office products catalog lists a wide variety of
items for office use, including paper supplies, forms,
and equipment. It, too, has alphabetical and numerical
indexes and a price list.

The industrial products catalog lists a broad range
of items. They include hardware, paints, adhesives,
chemicals, machinery, building materials, and cleaning
equipment and supplies. It has alphabetical and
numerical indexes and a price list.

The furniture catalog is a single source of
information for all furniture items presently stocked by
FSS. It should be used as sole guide for selecting
furniture and related items.

GSA supply publications are prepared for civilian agencies.
Before processing requisitions for GSA items, fleet units should
refer to the ILs or ML-N for supply management data.
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Commercial and Government Entity

The Commercial and Government Entity (CAGE)
is a five-position, numeric code. These codes are
assigned to manufacture or commercial firms who
maintain design control for items of supply procured
and cataloged for federal agencies. Although the basic
purpose of the system is to identify manufacturing
organizations, it also includes special
nonmanufacturing organizations, primarily to facilitate
the processing of Federal Catalog data.

The CAGE coding system is used in machine
accounting operations related to support management
programs, such as cataloging and standardization. The
SK uses the CAGE in conjunction with the MCRL.
When using the MCRL to determine an NIIN, you often
find the same reference number listed more than once
with each having a different NIIN. For accurate item
identification, it is necessary to select the NIIN from the
MCRL showing the CAGE for the company that made
the needed part.

The CAGE is published on microfiche in three parts
as follows:

H4-1—Name to Code (in name sequence)
H4-2—Code to Name (in numeric sequence)

H4-3—NATO Supply Code for Manufacturers
(excluding USA and Canada)

The Commercial Government and Entity is
published in two parts as follows:

H8-1—Name to Code (in name sequence)

H8-2—Code to Name (in numeric sequence)
Navy Stock List of Publications and Forms

The Navy Stock List of Publications and Forms
(NAVSUPP-2002), commonly referred to as the “I Cog
Catalog.” It is published on microfiche and consists of
three sections as follows:

Section I—Alphabetic/Numeric Listing of Form,
Publication, Hull, Electronic Model Numbers, and
Standard Subject Identification Cede for Cog 11 Forms.

Section II—Alphabetic Listing of Publications and
Forms by Title/Nomenclature.

Section ITI—Numerical Listing of Publications and
Forms by Stock Number followed by
NAVAIRSYSCOM Technical Directives (by type and
directive number). Publications and forms are

sequenced together.



Microfiche editions are issued quarterly. Each
edition reflects current Cog II Publications and Forms.
Section I and Section III reflect information such as
Canceled, No Superseding Item, Superceded By, and
Replaced By.

The Introduction to the Navy Stock List of
Publications and Forms provides detailed information
about the columnar arrangement of the stock list. It also
has the instructions needed to requisition publications
and forms.

Manufacturers’ Instruction Books

Equipment purchased by the Navy has instruction
books or technical manuals from the manufacturer.
NAVSEA assigns publication numbers to these books
so they can be ordered through the supply system. They
are used by operating and maintenance personnel to
help them obtain top perform ante from the equipment.
They include parts lists and detailed drawings and
specifications. You will use them often to help you
accurately identify repair parts that must be adressed.

Figure 4-11 is an example of a parts list for a laundry
tumbler. It was manufactured by American Laundry
Machinery Industries of Cincinnati Ohio. The CAGE
for this company is 02432. If you were looking up the
NSN for a new front cylinder bearing #6207 in the
MCRL, you would find several entries for that part
number. However, none show an CAGE of 02432.
Now, take another look at figure 4-11, and you will see
the initials “SKF” following “cylinder bearing.” This
shows that:

1. The tumbler was manufactured by American

Laundry.

2. The bearings were manufactured by SKF
Industries the part number is #6207.

3. The CAGE for SKF Industries is 52676. You

will find that part number SKF6207 with an
CAGE of 52676, crosses to NIIN 00-516-5490
in the MCRL.

Also, note that the tumbler belt was manufactured
by Browning and a Browning part number is used. So
when using the MCRL, be sure you are looking for the
right part number with an CAGE for the company that
retie the part.

The drawings and specifications will sometimes
help you find a substitute for a needed repair part using
the catalog identification lists.
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Assistance from Technical Ratings

Never overlook the assistance available from
people in the technical ratings, and do not hesitate to ask
for help when an identification problem has you
stumped.

You are not required to know symbols or value
codes that are used on electronic parts, but technicians
in the electronic ratings should. It is not your job to
determine if a tolerance of .005 is permissible for a
bearing, or if that bearing requires grease meeting
specification MIL-G-7187 or VV-G-671.

Your job is to use the information provided by
customers so you can translate their requirements into
the right NSN. When you need more information or are
in doubt about the NSN, ask the expert. It is better to
ask and be sure than to guess and be wrong.

Assistance Ashore

When your efforts to find the NSN for a part have
failed, there are still sources of assistance available to
help. Supply centers and the supply departments of
naval stations and shipyards have technical sections that
can usually provide an NSN if there is one. You should
not depend on them to do your work, but they are
available to assist when needed.

ALLOWANCE LISTS

Allowance lists specify the type and quantity of
equipment, equipage, repair parts, and supporting
materials that a ship in commission is required to carry
on board.

COSAL

The Coordinated Shipboard Allowance List
(COSAL) is the most used allowance list for
determining repair part NSNs. It contains items
authorized and recommended quantities that should be
on hand and provides descriptive data which associate
a material requirement to an NSN. The use of the
COSAL is described in SPCCINST. 4441.170A.

AVCAL

The Aviation Consolidated Allowance List
(AVCAL) contains a list of items authorized that should
be on hand to support aviation equipment.



DATE 30 June - |
MFRS. MASTER PLAN NUMBER 2218-MP-2 Rev. A BUREAU NUMBER None Assigned
NAMES AND NUMBERS OF VESSELS See Sheet No. 3
APPLICATION Shipboard Laundry APPLIANCE 37"x30" Drving Tumbler
NAVY CONTRACT OR SHIPBUILDERS ORDER NUMBER _See Sheet No. 1
MANUFACTURER AMERICAN LAUNDRY MACHINERY IND., Cincinnati 12, Ohio
g lap|xH MANUFACTURER'S
3 [242 NAME OF PART OR TOOL DATA
‘.‘:‘ Z52Y PART NUMBER DRAWING PC.
1]11]1 “yv“'-Belt, Browning S5L490 2218-MP-2 | 70
211 1 Roller Chain, mer. Std. #40
%" Pitch, 73" Long Commercial " 7
3f1]2 Cylinder Bearing, SKF #6207 " 11
(1 each-front & rear) #6208 " 13
4111 Brush for Cleaning Heater
Fins Commerciai "
FOR LEGEND
37" x 30" Tumbler Dryer
440 Volts, 60 Cycles, 3 Phase, AC WHEN REORDERING ALWAYS INCLUDE
Y = COMPLETE NAME PLATE DATA
INCLUDING SERIAL NO.
2 - MEG. AND BUREAU PLAN NO,
3 = MFG. PART NO.
4 = THIS DRAWING NO.
DRAWING NUMBER
2218-CD-3 Rev. C
BUREAUDRAWING NUMBER
DLC 16-609-1,845,458 Rev. C SHEET 2 OF 5 09NPOO20

Figure 4-11—Parts list page from NAVSEA Technical Manual.

LOAD LISTS

Load lists reflect the range and depth of material
carried by Combat Logistics Forces (CLF) ships
(including tenders and repair ships), or bases. They, like

allowance lists, provide descriptive data that associates
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a material requirement to an NSN. The use of load lists
is described in the NAVSUPP-485.

Instructions for locating Stock/ReferenceNumbers
in the Microfiche Editions of Supply Catalogs,
Information on the ML-N and other dated publications
is covered in chapter 3 of this manual.






CHAPTER 5

PROCUREMENT

Procurement is the act of obtaining materials or
services. In the Navy, it is a tremendous undertaking.
Think for a moment about the size of our modem Navy
and the enormous quantities of materials essential for
its operation. Just as a gun without ammunition cannot
perform its intended job, ships cannot be effective
fighting units unless they have the materials required to
support and sustain them.

Material may be procured by requisition or
purchase. Requisitions are most frequently used, but
procurement of nonstandard material and emergency
requirements is usually accomplished by purchases.

You will play an important role in the procurement
of material for your ship. You must know what material
is authorized, where it is obtained, the forms used in
procurement, and how to prepare them.

This chapter presents the general responsibility for
procurement and the methods normally used afloat.

RESPONSIBILITY FOR
PROCUREMENT

Supply officers are responsible for procuring all
equipment and supplies used by the ship. This does not
include medical stems, ammunition, Marine Corps
stems, and those materials aromatically furnished to
ships.

Supply officers procure replenishment material for
supply department stocks on their own initiative. They
also procure supplies for other departments when they
are within the ship’s allowance. When procuring
technical materials, supply officers consult with other
department heads to ensure that the materials meet
desired specifications.

Many materials, equipments, and supplies used
aboard ship are not stocked in supply storerooms but are
ordered to meet a specific requirement of one of the
ship’s departments. This material is ordered for “direct
turnover” (DTO) to the requestor when received.

The procurement of medical stores, ammunition,
and Marine Corps stems is the responsibility of other
departments. Some material will be received aboard
ship without any procurement action by the supply
department. These materials are usually new items of
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equipment or equipage that are automatically furnished
to ships as replacements for obsolete items.

While procurement is the responsibility of the
supply officer, the actual job of preparing documents
will normally be assigned to SKs. You maybe assigned
to perform one or more specific tasks relating to
procurement. The supply officer will rely on you to
perform your job properly.

DETERMINATION OF REQUIREMENTS

The supply officer is responsible for maintaining
stocks to meet probable demands within the limits
established by operation plans. This includes; general
stores, subsistence items, ship’s stem and clothing
stocks. The supply officer, with other supply personnel,
must be able to accurately determine the requirements
for these items.

When repair parts are in the custody of supply
officers, they are responsible for requisitioning
replacements for those that has been issued. When
department heads have custody of repair parts, they are
responsible for notifying the supply officer each time a
repair part is taken from stock. The supply officer then
requisitions a replenishment repair part.

Special Requirements

Other departments may require special material or
an item in a greater quantity than is usually stocked in
the storeroom. For example, the engineering officer
plans to re-brick a boiler, and you do not carry firebrick
in the storeroom. It is the engineering officer’s
responsibility to inform the supply officer of the special
Requirement.

Responsibilities of Storekeepers

Supply officers rely on SKs to prepare procurement
documents. SKs usually determine routine
requirements and inform their supply officers about
requirements requiring their judgment and decision.
This is not the sole job of one SK, all SKs share in this
responsibility regardless of rate or where they work.
Briefly stated below are some of the ways that SKs may
fulfill their advisory functions.



SUPPLY SUPPORT CENTER.— Not all advice
from other departments will come from the head of the
department. In the Supply Support Center, the SK has
constant contact with maintenance personnel from all
departments. Their knowledge of requirements helps
the supply officer to detect errors in repair parts
allowances.

STOREROOM STOREKEEPER.— By knowing
your storeroom and stock particularly in bulky or
fast-moving items you maybe able to restow stock to
provide space for additional material. You also will be
able to tell which items are not moving and may be
excess and spot obvious errors in issue and receipt
quantities.

STOCK RECORDS STOREKEEPER.— By
being able to interpret the data reflected in stock record
cards, you can advise the supply officer of items
requiring a review of the high and low limits because of
increased or decreased usage.

ORDERING STOREKEEPER.— Be alert for
errors in the data elements of a request for either stock
replenishment or DTO orders.

FACTORS IN DETERMINING
REQUIREMENTS

Before you can determine types and quantities of
items to be carried, you must establish a desired
endurance level for general categories of material.
Endurance is defined as the period of time required for
a ship to use a definite quantity of supplies. The first
consideration in establishing endurance is the
availability of storeroom space and its allocation among
the different types of stem. Then convert the space to
the number of days that the ship can be maintained by
capacity loading. The supply officer will normally try
to equalize the endurance of the various types of stores.
NAVSUP P-485 provides up-to-date endurance charts
for specified periods of time. The following paragraphs
discuss other factors.

Available Space

The amount of storage space available for an item
is an obvious limiting factor. You cannot stow 100
cubic feet of material in a 50-cubic foot space. For this
reason, bulky items may have to be carried in a quantity
less than the desired level and reordered more
frequently. Highly perishable items may also be
stocked at a lower level to keep deterioration to a
minimum. On the other hand, items of low cost and low
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bulk may be carried at a higher level to reduce the time
spent in ordering and stowing.

Ship’s Experience

The most accurate guide in determining your ship’s
requirements is the experience shown in its stock
records. This tells you a usage factor that can be
projected to future usage by either of the following
methods or by a combination of the two. To compute 3
months’ endurance:

Fast-moving items-multiply past month’s usage
by three.

Slow-moving items-divide past 6 months’ usage
by two.

Usage information is also found in the Frequency
and Demand Listing, received as a result of the supply
overhaul Integrated Logistics Overhaul (ILO).

It is only when there is no usage that the additional
aids discussed below must be died on to determine the
requirements for an item.

Allowance Lists

Allowance Lists, Initial Outfitting Lists, and Usage
Data Tables are prepared to help supply officers
determine stock requirements. They are usually
provided for new or recommissioned ships. Since these
ships have no prior usage to rely on, these lists and tables
will be most helpful to the supply officer in determining
supply requirements. These lists control the type and
quantity of equipage and are guides for determining the
supply requirements. Allowance Lists as used here do
not include the Coordinated Shipboard Allowance List
SNSL-SRI or Integrated Stock List-Storeroom Item
(ISL-SRI) for repair parts.

Advice of Other Departments

The supply department uses only a small part of the
material stocked in the storerooms. Since other
departments are your biggest customers, they will
frequently advise you of requirements for material
which are above normal. With this advance
notification, supply officers can temporarily increase
the stock level to meet the demand. They may also
advise you of material, which has been used in the past,
is no longer required. Thus, the requirement for this
item can be deleted and prevent having dead stock in
the storeroom.



Ship’s Operation

Operating factors may make it necessary to review
stock records and reevaluate the requirements for some

or all items stocked. These factors are:

® expected length of cruise

® type of operation (combat or training)
¢ expected climate during the operation
® gsupply support that will be available

If the expected length of a cruise is less than the
normal endurance load, then no major adjustment is
necessary. However, if the operation is expected to last
longer, review fast-moving and essential items to
determine if there are increased requirements.

If the ship has been operating in a hot or temperate
climate for an extended period of time and then
scheduled for deployment to the arctic, a rewiew of
materials required for cold weather operations is
advisable.

A major factor of concern to the supply officer,
when the ship is scheduled for deployment, is the supply
support during the cruise. Will the ship be steaming
independently? Will it be in company of similar ships?
Will it obtain material from mobile logistics support
ships or ashore activities? All of these questions must
be answered before the supply officer can accurately
determine the ship’s requirements. This information is
usually provided in the operation orders.

ROUTINE REQUIREMENTS

A ship’s requirements usually will fall under the
heading of “routine requirements.” The factors
discussed in the preceding paragraphs apply to new
ships and special circumstances. When applicable,
they must be considered in determining the ships’
requirements The requirement for an item is initially
established when the ship is commissioned or when it
is first stocked. The requirement is validated at each
supply overhaul.

Routine requirements are of two types: (1) stock
replenishment— to replace material issued from your
storerooms, and (2) direct turnover (DTO)— material
not carried in your storerooms ordered as a result
of a verified requirement from another department.
When received it directly turned over to the requesting
department
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Stock replenishment requirements normally are
identified by the stock records Storekeeper when

posting issues to the stock record cards.

NOTE: On ships without Supply Corps Officers,
heads of departments are responsible to determine their
requirements for general stems and requesting that the
supply office prepare a DTO requisition.

Each time a repair part is used, a request should be
submitted to the supply office so that a replacement can
be requisitioned. Many of the factors discussed above
must be considered by heads of departments in
determining their requirements.

SOURCE OF SUPPLY

The material required to support your ship is
normally procured through the supply system.
Emergency procurement may be by transfer from
another ship or by purchase on the open market.
Operation orders and instructions specify the sources of

supply.
WITHIN THE UNITED STATES

When your ship is home-ported in the United
States support normally is obtained from the nearest
supply supped activity or fleet industrial supply center.

They either furnish the material or pass the
requisition to the appropriate activity for action. The
supply department of a naval shipyard or other ashore
activity may issue maintenance items to ships while at
that activity. Requisitions for major stock
replenishment should be submitted to the established
supply support activity. Fleet commands may also use
Combat Logistics Forces (CLF) ships to support other
ships when desirable.

OVERSEAS

Ships in overseas waters are supplied by combat
logistics forces (CLF) units or overseas bases as
specified in their operation oders and instructions.
CLF supply support is normally by underway
replenishment. Procedures for obtaining CLF support
are found in the various fleet requisitioning guides.
Local commands and operating conditions determine if
the underway replenishment is to be by conventional
replenishment (CONREP) ship alongside, vertical
replenishment (VERTREP) helicopter, or both.

The Fleet Issue Requirements List (FIRL) projects
the material requirements for resupply support of all



deployed forces of the Atlantic and Pacific Fleets. It is
based on actual usage factors for those items most
commonly requested by fleet units. Also for a limited
number of additional items included for support of
CNO-approved weapons systems and equipments. As
set forth by the CNO, the FIRL is computed to satisfy
85% of the forecasted demands of the deployed fleet for
a 90-day period. FIRL material is positioned primarily
at selected stock points.

The Consolidated Afloat Requisitioning Guide
Overseas (CARGO) is tailored for use by afloat
requisitioners when requisitioning material, except
ammunition, from CLF. Content, requisitioning
procedures, explanation of tables and required reports
are found in each chapter of the CARGO. Each
CARGO consists of four chapters as follows:

e Supply Sources and Requisitioning Instructions

Ship’s Stem Afloat Requisitioning Load List
and Shopping Guide

Subsistence Requisitioning Tables

Fleet Issue Load List (FILL) for Equipment-
Related and Consumable Material Carried by the
AFS (Combat Stem Ship)

The Tender and Repair Ship Load List (TARSLL)
is a load list that has the items carried by tenders and
repair ships. TARSLLs include the following categories
of items:

¢ Equipment-related items required by an
industrial ship to repair or alter
equipments/components installed in the
supported ships.

® Industrial-related items required for the direct
support of shops and industrial services,
provided by tender or repair ship.

In addition, the Submarine Tender (AS) TARSLL
includes items of resupply required to support
submarines.

Other ships may be able to satisfy emergency
requirements when no other source of supply is
available.

PURCHASE

The supply officer has the authority to purchase
items and services that are not available in, or carried
by the supply system. These purchases maybe made in
the United States or foreign countries.
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In the United States, most purchases are made
through supply departments or supply support activities
ashore.

In foreign ports, local commands may issue
guidelines and restrictions pertaining to procurement by
local purchase. For an indepth study of purchasing
procedures followed by afloat activities, refer to
NAVSUP P-485.

NOTE: On ships without Supply Corps officers,
the commanding officer is authorized to make local
purchases under the same circumstances as a Supply
Corps officer.

REQUISITIONING

A requisition is an order from an activity requesting
material or services from another. The most common
method of requisitioning is by printed forms designed
to provide the information needed for the physical
transfer of the material and accounting requirements.

TYPES OF REQUISITIONS

Most requisitions will be for “not-in-excess”
material, but there will be occasions when “in-excess”
material is required.

Not-In-Excess Requisitions

Requisitions for the following are considered
not-in-excess

® Equipage on a ship’s allowance list needed to
bring the amount on hand and on order up to full
allowance.

Consumable supplies listed in the Navy Stock
Lists, or applicable allowance lists, or other
consumable supplies except nonstandard items.

Repair parts listed in ship’s allowances for which
a requirement can be justified above the quantity
fixed by the allowance.

Repairable listed in an authorized allowance to
bring on board the quantity authorized. Also to
replace a repairable shipped to the designated
repair facility. Requisitions to replace
repairables will be on a one-for-one exchange
basis. Requisitions for repairables that exceed a
ship’s allowance and requirements must be
approved by the inventory manager.

Material other than consumable supplies
required for immediate expenditure.



e Services which cannot be accomplished by
ship’s force.

Not-in-excess requisitions are submitted directly to the
supply activity.

In-Excess Requisitions

Requisitions for the following are considered
in-excess

® Controlled equipage not on the ship’s allowance
list.

e Controlled equipage on the allowance list but in
greater quantities than allowed.

o Nonstandard consumable supplies when similar
items are available in the supply system.

® Repair parts not listed in ships’ allowances for
which a requirement cannot be justified.

In-excess requisitions are prepared in the same way
as other requisitions. However they are first submitted,
under a letter of transmittal via the chain of command,
to higher authority for approval. The supply officer is
responsible for submitting these requisitions to higher
authority for this approval.

Repairable may not be stocked in quantities in
excess of the authorized allowance. Therefore, no
in-ecess requisitions may be submitted for repairables.

MILITARY STANDARD
REQUISITIONING AND ISSUE
PROCEDURES

The Military Standard Requisitioning and Issue
Procedures (MILSTRIP) is used to order material from
the following:

e Military installations
® Defense Logistics Agency
® General Services Administration

The paragraph entitled MATERIAL EXCLUDED
lists materials not ordered by these procedures.

MILSTRIP REQUISITIONING FORMS

MILSTRIP requisitioning is the use of a coded,
single line item document for each supply transition.
One of the following documents could be used for
MILSTRIP requisitioning:

e DOD Single Line Item Requisition System
Document (manual) (DD Form 1348)
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e Single Line Item Consumption/Requisition
Document (manual) (NAVSUP Form 1250-1)

¢ DOD Single Line Item Requisition System
Document (mechanical) (DD Form 1348m)

¢ Non-NSN Requisition (manual) (DD Form
1348-6)

For a detailed description of these forms and their
use, refer to NAVSUP P-485.

MATERIAL EXCLUDED

The following types of materials are excluded from
MILSTRIP. They will be requisitioned by DD Form
1149 unless otherwise indicated:

¢ Ship’s propulsion fuel and bulk lubricants

® Cognizance symbol I material not assigned a
13-character Navy item control number(NICN).
This includes standardization documents and
departmental letter-type directives

¢ Material controlled by the Navy Oceanographic
Office

® Cognizance symbol “OK” library materials
controlled by the Chief of Naval Education and
Training (CNET). They are requisitioned by
letter in accordance with the Naval General
Library Manual

e Industrial plant equipment is requisitioned using
DOD Production Equipment Requisition/
Nonavailability Certificate (DD Form 1419)

¢ Communications security equipment,
communication security aids (keying material).
All items, including components, individual
elements, and repair parts, which are classified
and designated crypto and handled through
crypto channels. Use of the DD Form 1149 is
not appropriate for items for which other
procurement methods are prescribed in the
Registered Publication Systems Manual 4
(RPS4)

® Nuclear ordnance items designated by the
Defense Atomic Support Agency for item serial
number control

e DPresentation silver



for example) care must be taken in selecting and
entering coded data elements.

When preparing a DD Form 1348, or in a NAVSUP
Form 1250-1 requisition material the following general
rules apply to nonautomated ships without card facilities

DEFINITIONS OF TERMS USED IN
MILSTRIP

You should know the terms used in MILSTRIP.
Refer to the NAVSUP P-485 for definition and
explanation for the terms associated with

MILSTRIP. e Enter data by ballpoint pen or typewriter.

e It is recommended, that data in a DD Form 1348
or NAVSUP Form 1250-1 be entered within the
“tic” marks in the form. However, it is
mandatory that entries be included within the
data fields to which they pertain.

PREPARATION OF A MILSTRIP
REQUISITION

MILSTRIP relies upon coded data for processing
Requisitions with automatic data processing equipment.
Whether a DD Form 1348 or NAVSUP Form 1250-1 is
the prescribed requisitioning document (see figure 5-1

To eliminate confusion between the number zero
and the letter “O,” use a slashed zero.
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DATA ENTRIES

Data entries in the DD Form 1348 and the NAVSUP
Form 1250-1 must be made in accordance with the
instructions found in the NAVSUP P-485.

DISTRIBUTION OF DD FORM 1348 AND
NAVSUP FORM 1250-1

When prepared as a requisition, the DD Form 1348
and the NAVSUP Form 1250-1 must be distributed as
required by NAVSUP P-485.

PREPARATION OF THE DD FORM 1348-6

The DD Form 1348-6 is used to requisition material
which cannot be identified by a national stock number
(NSN), a NATO stock number, or an NICN (other than
a permanent “IL” coded NICN). The form consists of
two sections. The upper section includes essentially the
same data elements as those in a D\DD Form 1348. The
lower section includes 10 data blocks for additional
identification data. The general rules used in
preparation of a DD Form 1348 also apply to the
preparation of a DD Form 1348-6. (Since the supply
some must process a DD Form 1348-6 “off line,”
which usually delays material delivery, every effort
should be made to cross part numbered items to NSN
items so that the material can be requisitioned by DD
Form 1348/1348 m). See the NAVSUP P-485 for
required entries and codes. Figure 5-2 is an example of
a Non-NSN Requisition (DD Form 134845).

NORS REQUISITIONS

A Not Operationally Ready-Supply (NORS)
requisition is any requisition submitted for a casualty
report (CASREPT) requirement or an anticipated
CASREPT requirement (ANORS), as authorized in
OPNAVINST 4614.1. (See figure 5-3.)

A NORS requisition will be prepared in the sane
format as that described for a MILSTRIP requisition.
Specific data entries required in a NORS requisition are
described in NAVSUP P-485.

MESSAGE REQUISITIONS

In certain situation material requirements dictate
the need for procurement by message instead of
standard requisition documents. MILSTRIP is
designed to permit transmission and receipt of
requisitions by electrical communications, mail,
telephone and courier. To assure responsive and
expeditious processing, the media of communication
used must be consistent with, and subject to, the
limitations for use of media and status codes found in
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the NAVSUP P-485. The media to be used and the
norm al order of preference of use of each media is also
found in the NAVSUP P-485.

When a message requisition is prepared, a DD Form
1348, NAVSUP Form 1250-1, or DD Form 1348-6 is
prepared for each item requested in the message. The
original of each DD Form 1348 or 1348-6, or the
original and white copy of a NAVSUP Form 1250-1,
will be discarded and the remaining copies distributed
in accordance with the NAVSUP P-485.

During periods of restricted communication (i.e.,
when “MINIMIZE” is imposed) data pattern messages,
formatted Defense Automatic Addressing System
(DAAS) messages, and narrative messages will be
submitted only for priorities 01-08 requirements.

MILSTRIP MESSAGES TO BE SUBMITTED
VIA DEFENSE AUTOMATIC
ADDRESSING SYSTEM

DAAS is a “real time” random access digital
computer system. It uses the Automatic Digital
Network (AUTODIN) switching centers of the Defense
Communications System to receive and retransmit
MILSTRIP messages to the addressees. An input
message to DAAS may include multiple requisitions,
followups, requisition modifiers, cancellation requests,
etc., provided that each document included in the
message is limited to 66 card columns of data. All
retransmittals are accomplished via AUTODIN which
automatically provides the addressesee with a punched
card (or magnetic tape image) for each document
included in the originator’s message. This precludes
the necessity of any message handling or keypunch
effort by the addressee. Figure 5-4 is an example of a
message requisition prepared for transmittal via DAAS.

Requisitions Qualified for DAAS

When material is authorized to be requisitioned by
message and when no exception data is required,
message requisitions for NSN or NICN items will be
prepared and submitted in accordance with the
NAVSUP P-485.

MILSTRIP MESSAGES TO BE
SUBMITTED DIRECT TO SUPPLY
SOURCE

Message requisitions for non-NSN/NICN items or
NSN/NICN items requiring exception data will be
submitted direct to the supply source. These messages



NOTE: When information required to complete the data entries described in the preceding chart is not appiicable or
available, the respective data blocks will be left blank or will be compieted to the extent that applicable information
is available. Additionally, authorized signature and the complete line of accounting data (see NAVSUP P-3013)

be entered in the DD Form 1348-6.

M WEM DENTIFICATION' T DOCUNENT NUMBER
e | oemne _:. — MM/M'IA;‘:-;WEF e QUANTTTY ;5 PEQUSMONER
12345!1l9IO11121314151617“IQNZ'I’HZSNBEUBD;JIQSS‘S
AﬂENDlzs Elalgis|g|s8]1]|R|5]|2]1]9]2
e ey Tom |1 e | 23 [ o] 2 [t | oo [
o sl SO -
DATE SERIAL a 5 f COOE m
-|w asle Mdle|lsjlojlasla|w]st|RIS(IUIS (S]] T7IB|S|J0|ajg|sjs |||
3!'3lg|1|4|R|Y|N|EIB|1]| 3]AIN|R gl s !
. -
RESECT WONDNGATION DRTA
E .(mp‘: “1. MANUPAGTURE' S GODE AND PART NO. (1ihas ey saeed awd oumns 0 ovw 22)
#5673 N3 - 12291 - P104
nln RID| ||| TT| ]| [} [ ]
2. MANUPACTURE' S NAME
s|g(g|8 BABCOCK & WILCOX CO., NEW YORK, NY
| 3. MANUFACTURE'S CATALOG IDENRCATION 4 DATE (YV\84DD . TECHNICAL ORDER NUMBER -
F F
f 4 TECHNICAL MANUAL NUMBER 7. NAVE ITBM REQUESTED f
o] NAVY TECH MANUAL 351 - 0048 ELEMENT, SOOT BLOWER, UNIT A b
L § OSSCRFTION OF Tow REQUSSTED & SO0 L
1 I
N N
E B SIZE E
9. END ITEM APPLICATION fa SOURCE OF SUPPLY
BOILER, STEAM, MN, 634 PSi, 4617 CU FT, 1383 TB BABCOCK & WILCOX CO.
I MAKE 5¢. MODEL NUMBER 9. SERES Se. SERIAL NABER
']
10. REQUISITIONEN (Clear inxt name and addwes)
USS JOHN PAUL JONES (DDG - 32) I ADDL EQUIP DATA: APL # §2120a007,
EPO SAN FRANCISCO, CA 08841 MFR _w # MX 253881, EQUIP PATTERN # 12
IAD ITEM DATA: NICN 4418 - LL-CAO - 801:
$158 00
17818084.7p2D/5382 415/1‘0609““?"1“maﬁsw““/éﬁx R.S. SEARS, LT, SC, USN
DD Form 1348-6,Feb85 Edon of Ao. 77 may e DOD SINGLE LINE ITEM REQUISITION SYSTEM
wed ik weused DOCUMENT (MANUAL-LONG FORM) _

NOTE: DD FORM 1348-6 is a 8 part snap out form with multicolored interieaved coples.
It is perforated at fold line to permit fiding to size of a requisition

Figure 5-2.-Example of a Non-NSN Requisiton (DD Form 1348-6).

will be prepared in accordance with the NAVSUP
P-485. An example is shown in figure 5-5.

PREPARATION OF REQUISITION AND
INVOICE/SHIPPING DOCUMENT (DD
FORM 1149)

A DD Form 1149 will be prepared only for
the procurement of material that is excluded
from MILSTRIP. It may also be prepared for

excluded material for which a procurement
document is not specified. It may be used to
requisition repairs or rentals of laborsaving devices,
repairs of equipage items, drycleaning, or renovation
services, etc., when required by the supply source or
repair facility.

When the DD Form 1149 is used for the

procurement of specified materials (other than bulk

petroleum) and services, it sould be prepared using the



Figure 5-4—Example of a message requisition prepared for transmittal via DAAS.
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NAVSUP 1353 (REV. 4.79) SR CLASSRCATON
NOTE: FOR USE ON EUTE TYPEWRITERS -12 PITCH UNCLAS
RELEASED BV PHONE DATE
1. L. GARNER, LT, 8C, USN . M. HAI:&DREN SKCS, USN 808 2 JUL 1983
PAGE ORAFTER OR PRECEDENCE UF CLASS FOR MESSAGE CENTER /! COMMUNICATIONS CENTER OMLY
1 FELEASER TVE T | ~o . o [ R
e ™ 2ruw
1 P guuyu
oM 78S JOHN PAUL JONES
TO:  DAAS DAYTON GM
o: < DO NOT INFO ROUTING CARD COLUMNS NOT REQUIRED
) IDENTIFIER ACTIVITY MUST BE LEFT BLANK
E 8TOCK NO.
USE THIS SPACE FOR DI{RN
ALINFMENT FSC NIIN '
( Eiite type - 12 pitch) ARNBARRRAR g CHERH g RAREER
1\ LREED 1
R B
s sy Sigiil Wy



SECUMTY CLASSIFICATION
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0L or O3 pPiPp | TT |EEEE | ZYuu -

- iaail MESSAGE HANDLING INSTRUCTIONS 1

MINIMIZE CONSIDERED

JOINT MESSAGEFORM

RO®: USS JOHN PAUL JONES
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INFO:  COMNAVSURFPAC
UNCLAS EF T O //NBud3s//
MILSTRIP NON-NSN REQN

OOCUMENT IDENTIPIER CODE SERVICE DESIGNATOR AND UIC
ROUTING IDENTIFIER CODE JULIAN DATE
MEDIA AND STATUS CODE SERIAL NUMBER
FSCM AND PART NUMBER DEMAND CODE
UNIT OF ISSUE SUPPLEMENTARY ADDRESS
\\OUAN‘NTY \wl. co0E
Y YYY 1A LA T T . N

L. ABS/NDZ/u/BULNK/EA/ZERO ZERO ZERO ZERO ONE/RS2192/L232/B3L4/N/YNEBLI/A/

NR/TBLNK/EK5/85/BLNK/1.58 . 88

REQUIRED DELIVERY DATE
PRIORITY DESIGNATOR
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TYPED NAME. TITLE. OFPICE SYMOOL AND PHONE

=
o
-
<
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UNCLAS EF T O
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Figure 5-5.—Example of a naval message draft requisition for non-NSN Items.

guidance found in the NAVSUP P-485. An example is be submitted. A DD Form 1149 also is required for

shown in figure 5-6. procurement of DLA-owned bulk petroleum from a
Military Sealift Command (MSC) tanker. The
BULK PETROLEUM prescribed format for the preparation of a DD Form

1149 for bulk petroleum is found in NAVSUP P-485.
When bulk fuel or bulk lube oil is procured from an See figure 5-7 for an example of a DD Form 1149 used
ashore supply activity, a DD Form 1149 is required to for petroleum products.
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LETTER REQUESTS

Letter requests occasionally may be used to obtain
material for which the usual procurement documents
are inapplicable or inappropriate. Generally, letter
requests will be submitted only when a formal
discussion of the material requirement is necessary.
Their use may also be required by the cognizant systems
command, bureau, office, or other inventory manager.
In addition to item descriptions and quantities letter
requests will include, as a minimum, a MILSTRIP
document number (for each item), an authorized
priority designator (or required delivery date), rind
applicable accounting data. When a letter request is
submitted for material which is chargeable to the ship’s
OPTAR, a DD Form 1348 will be prepared as an
obligation document.

UNIFORM MATERIAL MOVEMENT
AND ISSUE PRIORITY SYSTEM
(UMMIPS)

A vital part of the Military Standard Requisitioning
and Issue Procedures (MILSTRIP) is the requirement
to assign priorities as outlined m the Uniform Material
Movement and Issue Priority System (UMMIPS). In
the movement and issue of material, There must be a
common basis to determine the relative importance of
competing demands for resources of the logistics
systems. These resources are transportation,
warehousing, requisition processing, and material
assets. The basis for expressing the military urgency of
a requirement is the priority designator (PD), which
ranges from 01 (highest) to 15 (lowest). The PD
assigned to a requisition determines the time frame
within which the requirement normally will be
processed by the supply system. Except as prescribed
in the NAVSUP P-485, the PDs to be used in
Requisitioning material or services will be determined
by the requisitioner’s assigned force/activity designator
(F/AD) and the applicable urgency of need designator
(UND). The UND will be derived in accordance with
the criteria found in the NAVSUP P-485. An activity’s
assigned F/AD, in conjunction with the UND applicable
to the requirement, determines the appropriate PDs to
be assigned m requisition documents. For detailed
information on UMMIPS, refer to the NAVSUP P-485.

PROCUREMENT FROM SERVMARTS
A SERVMART is a self-service store oprated by

an ashore supply activity. It provides a ready supply of
relatively low-cost items frequently required by
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customers in the area. A SERVMART also stocks
certain medical and dental supplies, that can only be
obtained by authorized Medical or Dental Corps
personnel. Each SERVMART issues a SERVMART
Shopping Guide which lists the cognizance symbol,
NSN, noun name, unit of issue, unit price, and storage
location of each item stocked in the SERVMART. The
self-service feature of SERVMARTSs, as well as
simplified requisitioning procedures, enables an ashore
supply activity to realize substantial cost savings and let
its customers obtain material quickly without preparing
and submitting a separate requisition for each item. The
range of material available, ease of requisition, and
ready convertibility to personal use require that afloat
supply management personnel rigorously monitor and
control SERVMART shopping.

SERVMART PROCEDURES

A SERVMART Shopping List (SSL) (NAVSUP
Form 1314) is used to list the items to be procured from
a SERVMART. It provides the basis for preparation of
each DD Form 1348 or NAVSUP Form 1250-1 money
value only (MVO) required for such procurements. See
figure 5-8 and 5-9 for examples of documents used to
procure items from Servmart.

Mandatory Requirements

The use of the SERVMART Shopping List (SSL)
(NAVSUP Form 1314) is mandatory in all procurement
actions from SERVMART. NAVSUP Form 1314, in
conjunction with DD Form 1348 (MVO) or NAVSUP
Form 1250-1 (MVO) are the only procurement forms
authorized. Refer to the NAVSUP P-485 for detailed
guidance in the use of these forms for SERVMART
procurement.

Documentation by Material Category

One SSL in triplicate and one supporting DD Form
1348 or NAVSUP Form 1250-1 (MVO) are required to
be pepared for each category of material that is to be
procured from a SERVMART.

Procurement of Material in Bulk Quantities

Since larger ships often require quantities of
material which would exceed amounts reasonably
expected to be stocked on-the-shelf, many
SERVMARTSs provide a bulk issue service. This
service is designed to provide the quantities necessary
to fill smaller customer needs. However, SERVMART'S
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Figure 5-8.-Example of a DD Form 1348 SERVMART procurement document.
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Figure 5-9.-Example of a NAVSUP Form 1250.1 SERVMART procurement document.

are not designed to be the source of supply for long term
requirements or predeployment loadouts. The use of
SERVMARTS to fill such needs is not authorized.

For detailed information on the separation of these
documents and DTO material requests, refer to
NAVSUP P-485. .

PICKUP OF MATERIAL

The Storekeeper or other person designated to pick .
up material at a SERVMART is responsible for the
following actions:

® If the total quantity requested is obtained, circle
the quantity indicated on the SSL. If only a
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partial quantity is available, line out the
requested quantity and enter and circle the
quantity obtained. If the item is not available in
any quantity, line out the requested quantity and
enter “NIS” in the “Qty” column.

Correct the SSLs, when necessary, to reflect
current prices, stock numbers, and units of issue
of items obtained.

Group and check out the items obtained by
material category (i.e., a separate group of items
for each DD Form 1348 or NAVSUP Form
1250-1). As each group of items is checked out,
give the original DD Forms 1348 (MVO) or



NAVSUP Forms 1250-1 (MVO) to the
SERVMART clerk, and obtain from the clerk a

separate adding machine tape for each DD Form
1348 or NAVSUP Form 1250-1 presented.

Prior to leaving the SERVMART, reconciled any
differences between the prices listed in each
adding machine tape or Electronic Point of Sale
(EPOS) tape and those indicated in the
applicable SSLs.

If requested items were not available at the
SERVMART and the unavailable items are still required,
MILSTRIP requisitions for the required item will be
pepared and submitted through normal supply channels.

SPECIAL REQUISITIONING
INFORMATION

Thus far, you have learned how requisitions are
prepared and submitted for routine requirements
determined by the supply officer or head of other
departments. Not all requisitions, however, are
routine. For some, special handling or additional
information is required.

TRANSFER FROM OTHER SHIPS

Emergency requirements may be obtained from
ships other than supply ships and tenders if the material
is available and can be spared. The request may be
made on a DD Form 1348, NAVSUP 1250-1, or by
message and should contain the same incarnation as a
requisition to a supply activity except that the routing
identifier is left blank. If the requested material is not
available for issue, the requisition is returned to the
requisitioner since ships do not hold requisitions on
backorder for later issue.

EQUIPAGE

Equipage is a term applied to items that are not
consumed in use, and usually are of greater value and
have a longer useful life than supplies.

There are two categories of equipage: controlled
equipage and other equipage.

Equipage allowances are established in the COSAL
Stock-Number Sequence List-Operating Space Items
(SNSL-OSI), COSAL parts I and II, and instructions
and publications issued by commands and offices. The
COSAL allowances were discussed in chapter 3 and are
the most frequently referred to. The heads of
departments are responsible for submitting requests for
equipage requirements to the supply officer, who then
requisitions the needed items.
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Equipage that is not controlled is procured in the
same manner as other operating space items. The
allowance is intended as a guide and the quantity on
board is determined by need and OPTAR availability.
When a request is received from a department head, the
supply officer submits the requisition direct to the
supply activity.

Selected items are designated controlled equipage
and require increased management afloat due to anyone
or a combination of the following:

1. Essential for the protection of life, or

2. relatively valuable and easily converted to
personnel use.

NAVSUP P-485 contains a list of items designated
as controlled equipage. The type and quantity of
controlled equipage on the ship’s allowance list are
mandatory allowances. Ships should carry a full
allowance of these items at all times. Since each ship
has a definite allowance, deficiencies or shortages can

be determined and are budgeted separately in the ship’s
OPTAR.

When an item of controlled equipage is lost,
damaged or otherwise unfit for use, it should be
replaced promptly provided funds are available. Such
replacement of missing or unserviceable controlled

equipage must be substantiated by a survey and
accompanied by a NAVSUP Form 1250-1.

Requests for deficiencies are submitted to the
supply officer on NAVSUP Form 1250-1 by the head
of department having custody of the controlled
equipage. Upon receipt of the above issue requests,
procurement documents are prepared by supply on
either DD Form 1348 or DD Form 1348-6 in
accordance with NAVSUP P-485. These requisitions
are then submitted directly to the supply activity
without approval of higher authority.

When controlled equipage is required in excess of
allowance for a particular operation or short period of
time, an in-excess requisition maybe submitted to the
TYCOM (type commander) for approval. The
requisition is submitted with a letter of transmittal
which should state the circumstances of the need.

If additional controlled equipage is needed on a
permanent basis, an Allowance Change Request must
be submitted to the authority that established the
allowance. The request should include the allowance
list reference, quantity allowed, additional quantity
needed, and the reason for that need. The request is
submitted via the chain of command and no



procurement action may be taken until the increased
allowance has been approved. However, if the
requirement is considered to be an emergency, a
requisition may be submitted to a supply activity with
the approval of a superior m the chain of command.

INSTALLED EQUIPMENT

Procurement of installed equipment is the
responsibility of and controlled by:

1. Naval Electronics Systems Command—
Electronic Equipment

Naval Sea Systems Command—Ordnance
Equipment.

Equipment and machinery for ship’s operation
Naval Sea Systems Command-Equipment and
machinery for ship’s operation.

Letter requests for installed equipment are
submitted by the commanding officer. A requisition
number must be assigned to these requests by the supply
officer.

Initial Equipment Installation

Most new equipment is installed during a shipyard
overhaul. The additional repair parts required are added
to the Stock-Number Sequence List-Storeroom Items
(SNSL-SRI) by personnel in the shipyard Supply
operations Assistance Program/ILO team. When new
equipment is installed between overhauls, supply
personnel must submit a Configuration Change Report
to Navy Ships Parts Control Center (SPCC). SPCC will
furnish the Allowance Parts List (APL) which supports
the equipment. The supply officer is responsible for
adding the allowed repair parts from the APL to the
SNSL-SRI and for ordering many deficient items.

Some specialized equipment may be received with
boxed sets of repair parts that are retained by the
department. Replenishment of these parts is retie on
the basis of a DTO request from the department as the
parts are used.

AMMUNITION

The basic policy and requisition procedures for
ammunition are contained in Commander Surface
Force instructions. Although the supply officer is not
responsible for preparing or following up on
ammunition requisitions, he will assist the weapons
officer, when requested, in preparing the proper
documents.
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MANDATORY TURN-IN REPAIRABLE

Mandatory turn-in repairable (MTRs) are
high-cost items that cannot be repaired on board. They
are shipped to the nearest designated repair facility.
These items are procured and managed by the
applicable inventory manager on the assumption that
unserviceable repairable will be shipped promptly so
they can be repaired and placed in supply system stock
for reissue. In effect, repair becomes a substitute for
procuring replenishment system stock. For this reason,
control of unserviceable repairables is as important to
the Storekeeper as the control of serviceable material.

Mandatory turn-in repairable are identified by the
Material Control Code (MCC) appearing in the ML-1
and in the Master Repairable Item List (MRIL)
(NAVSUP Publication 4107). These codes are E, G, H,
Q, or X. Most mandatory turn-in repairables are
assigned MCC “H”; the other MCCs apply to
repairables that require special controls and handling.
MCC definitions are found in NAVSUP P-4107.

Advice Codes

Advice codes must be assigned to all requisitions
for mandatory turn-in repairable items. Generally,
advice code 5G will be cited in replacement
requisitions. Advice codes are found m NAVSUP
P-485.

These advice codes have precedence over any other
advice code that may apply applicable to the requisition.
When it is necessary to include additional advice codes
in a requisition for a mandatory turn-in repairable, it is
entered in the “Remarks” field, and the appropriate
document identifier for indicating exception data (AOE
or A05) must be entered in CC 13.

Requisition Document Numbers

Requisitions for replacement of mandatory turn-in
repairable must contain the same document number as
the turn-in document of the unserviceable repairable
that was shipped to the designated repair facility.

Requisition Priorities

Requisitions for mandatory turn-in repairable will
be assigned priority 06 unless the urgency of need
justifies a higher priority.



FLEET INTENSIFIED REPAIRABLE FUEL

MANAGEMENT (FIRM) ITEMS
Supply officers can procure fuels from the

FIRM repairable are those MTR items which the following sources:
SPCC has designated for intensive management to

1. Fleet oilers, station tankers, yard oilers, and
obtain improved support of selected critical shipboard

. . . tenders.
weapons systems. (FIRM repairables listed in the
MRIL are identified by material control code “E in the 2. Fuel depots and annexes.
“MCC” column, and by “FIRM ITEM” in the “Notes” 3. Commercial shore installations, both foreign

column.) Requisitions of nonautomated activities (and
of automated activities when an AUTODIN facility is
not available) will be transmitted by MILSTRIP
message to be submitted via the DAAS. An example of
a MILSTRIP message for a FIRM MTR item is shown 4. Commercial shore installations in areas in
in figure 5-10. Alaska and Hawaii and outside the United States

under contract to local Navy activities.

and domestic under Defense Petroleum Supply
Center contracts (as listed in the Defense

Petroleum Supply Center Contract Bulletins).

Field Level Repairable 5. Other Navy combatant or supporting service

force ships.
Field level repairable are repairable items

. . . . 6. Shore installations of other services or agencies.
identified by MCC “D” which are to be repaired at the

local activity if possible. If a field level repairable The responsibility for procuring fuels rests with the
cannot be repaired locally, it will be turned in at a local supply officer, who makes the arrangements with the
tender. supplying activities or contractors.
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The determination of requirements for bunker fuel
is the responsibility of the engineering officer. The
engineering officer advises the supply officer of the
quantity required and the time delivery is desired.
Determining requirements of cargo fuel aboard an oiler
rests with the cargo officer, who informs the supply
officer of the quantities required and the time delivery
is desired. Fuel is requisitioned on DD Form 1149.

The only standard limitation on the maximum
quantity of bunker fuel that a ship may take is the
NAVSEA safety factor of 95% of the rated bunker
capacity. Local limitations may be imposed on ships
returning to ports in continental United States by the
CNO area coordinator or base commander.

FORMS AND PUBLICATIONS

Forms are requisitioned in the same manner as any
other consumable material on DD Form 1348.

Publications (identified by cognizance symbol 01)
are not carried in a stores account and are issued without
charge. Therefore, signal code “D” or “M” (no billing
required), as appropriate, is entered in CC 51, and the
fund code, CC 52—53, is left blank.

Special requisitioning instructions, approval
requirements, and restrictions are indicated in the
Requisition Restriction (RR) column of the Navy Stock
List of Forms and Publications.

SHIP'S STORE OR SUBSISTENCE STOCK

When normal supply sources are not available and
general stores stock is exhausted, ship’s store or
subsistent stock may be transferred to ship’s use. For
example, cornstarch transferred from subsistence stock
for use in cleaning the boilers or flashlights transferred
from ship’s store to general use.

Such transfers are made on DD Form 1149 and are
charged to the ship’s OPTAR (funds available for
operation of the ship). Complete accounting data must
be shown on the transferring DD Form 1149 for both
the charge and the credit.

MISCELLANEOUS MATERIAL AND
SERVICES

Refer to NAVSUP P-485, when procuring services,
ecclesiastical material, boat letters, books, ice,
typewriters, newspapers, printing, rubber stamps, local
tunnel tickets, and other miscellaneous material. The
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procurement action varies with the type of service or
material.

REQUISITION FILE MAINTENANCE

Requisition file maintenance begins when a
requisition is prepared and the hardback copy of the
procurement document is placed in the material
outstanding file (MOF). When the material ordered has
been received or canceled, the requisition document,
with a copy of the receipt document, is placed in the
material completed file (MCF). The cycle ends when
the charge has been cleared through the Defense
Finance and Accounting System (DFAS) at San Diego
or Norfolk and reported to your ship. The steps in
between are largely dependent upon the volume of
requisitions prepared and the procedures used in your
office. In this section we will only discuss the MOF and
how it is used.

MATERIAL OUTSTANDING FILE

The majority of procurement documents are DD
Form 1348s. The file is usually maintained in a card
file. The cards should be maintained in document
number sequence. The hardbook copy of DD Form
1348 is the material outstanding file copy.

The DD Form 1149 is attached to the hardbookcopy
of the DD Form 1348 that was prepared as an obligation
document. The procedures are found in NAVSUP
P-485.

SUPPLY STATUS

The frequency and type of status is determined by
the Media and Status (M & S) code assigned to the
requisition. The purpose of status is to keep you
informed of the action(s) being taken by supply
activities to furnish the requested material.

Supply status usually is received on DD Form
1348m or a General Purpose Detail Card which is
punched and interpreted similarly to that shown in
figure 5-11.

Supply status may also be received by message on
high-priority requisitions. It is similar in format to a
message requisition.

It is here that the importance of the document
identifier code is evident. The DD Form 1348m has
many uses, and in order to accurately interpret the
information show the purpose of the card must be
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Figure 5-11.—Example of a supply status card with upper and lower line interpretation.

known. The three document identifiers you will most
frequently use on the DD Form 1348s you prepare are:

1. A0—Requisitions
2. AC1—Cancdlation request
3. AF1—Followup

You will receive supply status with several different
document identified, of which the following are the
most common:

1. AE1—Automatic supply status
2. AB1—Direct delivery supply status
3. AS1—Automatic shipment status

The automatic supply and shipment status is
furnished as requested by the M&S code on the
requisition.

When status cards are received they should be
reviewed as soon as possible to detect requisitions that
have been canceled. The status codes inform you of the
action being taken and are found in the NAVSUP P-485.
Cancellations should be called to the attention of the
supply officer so that, if the material is still required,
new procurement action may be taken. The other status
cards, representing passing action, backorders, shipping
staus, and so forth, should be attached to and filed with
the hardback copies of the related requisitions in the
MOF. Thus, at any time, you can determine the current

status of a requisition by refering to the filed status
Cards.
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Figure 5-12 has an example of a MILSTRIP
requisition and various status cards pertaining to it. In
this case, M&S code “T” was used, which requests
100% supply status plus shipping status. The routing
identifier following the document identifier on status
cads identified the activity providing the status.

The advice/status code in CC 65-66 tells you what
the requisitioner is doing. The routing identifier
following it is the activity holding the requisition after
the action is completed. i.e., for BB and BH status codes
the holder remained the same, but for BM it tells to
whom the requisition was passed. On supply status
cads, the date the action was taken is shown in CC
62-64 as a three-digit Julian date (year not shown).
The muting identifier of the requisition holding activity
is entered in CC 67—69. The estimated shipping date,
when appropriate, is included in CC 70-73. The
current unit price is shown as a seven-digit number in
CC 74-80.

The shipping status cards show the routing
identifier of the activity shipping the material in CC
4-6. The date it was shipped by a three-digit Julian
date in CC 57—59, and the mode of shipment as a
one-character code m CC 77. Additional information
on shipments may be shown when shipments are made
by other than parcel pmt. Mode of shipment codes are
listed m the NAVSUP P-485.

REQUISITION FOLLOWUP

When material or status has not been received by
the standard delivery date or the required delivery date
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Figure 5-12.—Examples of a MILSTRIP requisition and supply status cards.

(if shown in CC 62—64 of the DD Form 1348), you already been received. In figure 5-12, if status or
may submit a followup to determine status. The material has not been received from NOZ within the
standard delivery date is computed by adding the time allotted, the followup would be for 2 EA and not
authorized UMMIPS delivery time to the Julian date of 6 EA as appearing on the original requisition. The

your requisition. The followup may be submitted on original followup is sent to the activity indicated by the
DD Form 1348 (2-part) or by message. routing identifier and the copy of a copy of the message

In either case, document identifier AF1 and the filed with the outstanding requisition. If the followup
routing identifier for the last known holder of the message includes multiple document numbers, the
requisition are assigned. The balance of the followup hardbook copies of the related requisitions in the MOF
is identical to the original unless part of the material has is annotated to indicate the DTG of the message.
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The supply activity then furnishes the current status
of your requisition.

When taking followup action on a requisition for
urgently needed material for which the standard
delivery date or required delivery date is past with no
status received, document identifier AT—may be used
instead of AF1. This tells the supply activity that if they
have no record of the original requisition, to process the
followup as a requisition. This could preclude the need
for another requisition if response to an AF1 followup
should be “no record of your requisition.” However, it
may also result in duplicate shipment and billing.

REQUISITION CANCELLATION

When material is no longer required, a cancellation
request should be sent to the last known holder of the
requisition. It is prepared m the same manner as a
followup except that a document identifier in the
AC-series is used. Submission of a cancellation
request does not guarantee cancellation of the
requisition. If the supply activity has already released
or shipped the material, the requisition cannot be
canceled. For this reason, you should not consider a
Requisition canceled until confirmation is received from
the supply activity.

MATERIAL OBLIGATION
VALIDATION (MOV)

Periodically, supply activities review all
requisitions held on backorder and for those considered
overage, they Prepare a backorder reconciliation for
each requisitioner. When you receive an MOV request,
the cards or listing should be checked against your
records and a report made in accordance with the
instructions included with the request. The
reconciliation serves several purposes of which the
following are of interest to you:

e current status of outstanding requisitions

¢ cancellation of old requisitions for material no
longer needed by your ship

e correction of files maintained by the supply
activity requesting the reconciliation

REQUISITION MODIFIER

A requisition modifier document maybe initiated
by the requisitioner, supplementary addressee, or
monitoring office, to modify the priority designator,
required delivery date, media and status code, and/or
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distribution code of a previously submitted requisition
when.

e Force/activity designator (F/AD) is upgraded or
downgraded

® Urgency of the requirement increases (except for
CASREPT) or decreases due to unplanned or
unforeseen conditions

The project code may also be modified if the
outstanding requisition is held by a NAVY activity.
When material on order is required to satisfy a
CASREP, the outstanding requisition will not be
modified. A NORS requisition must be submitted for
the CASREP requirement.

PURCHASE

Purchase actions are normally taken by a shorn
activity as a result of ships’ requisitions. However,
ships’ supply officers and commanding officers of ships
without Supply Corps officers may obtain requirements
for supplies or services by purchase on the open market
when all of the following conditions exist:

1. There is an immediate and urgent requirement
for authorized supplies or services.

The supplies or services are not available at the
local supply support activity.

Time is of the essence and scheduled operations
will not permit procurement through Navy
shore-based purchasing activities.

Other purchase restrictions may be imposed by the
senior officer present afloat (SOPA), particularly when
in foreign ports.

When authorized by the type commander, the
supply officer may make routine purchases of supplies
and services when the value does not exceed $25,000
and all of the following conditions exist:

1. The supplies or services are not available at the
local supply support activity.

Supply deptartment complement is sufficient to
handle the additional workload involved
without detrimental effects.

3. The supply officer is reasonably familiar with
the local market area in the vicinity where the
ship is located

4. All transactions are made by an approved small

purchase method providing for immediate
delivery of material purchased.


Carol


RESTRICTIONS

Activities afloat, either in the United States or
foreign ports, may not purchase the following materials
without the specific authority from the cognizant bureau
or command:

1. Material in excess of allowance except properly

approved emergency requirements.
Boats.
Books for the ship’s library.

Forms, commercial printing, binding, blank
bookwork.

Technical ordnance articles.
Printing equipment and machinery.

Automotive equipment.

© N o o

Transportation facilities, equipment material,
parts; and supplies required for domestic
transportation.

METHODS OF PURCHASE

Purchases afloat are made by one of the following
methods:

1. Purchase order for purchases not in excess of
$25,000 (in CONUS) not in excess of $50,000
(out CONUS).

Imprest fund for cash purchases when the
amount does not exceed $500.

Orders under indefinite delivery-type contracts
and blanket purchase agreements (BPAs) that
have been negotiated by ashore activities.

A single requirement may NOT be divided into more
than one purchase action for the purpose of avoiding the
monetary limitations stated above. Each of the above
methods is discussed in the following paragraphs.

Procedures for purchases by ashore activities are
provided in NAVSUPINST 4200.85.

OBLIGATION DOCUMENT

When a purchase is made under any of the above
procedures that is chargeable to the ship’s OPTAR, a
DD Form 1348 is prepared as an obligation document.
‘he hardback copy of the DD Form 1348 is attachd to
a copy of the purchase document and placed in the MOF.
The green copy of the DD Form 1348 is placed in
OPTAR document holding file 1 by ships that submit
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budget/OPTAR reeds, or promptly forwarded to the
OPTAR holding activity by ships that do NOT submit
budget/OPTAR reports. The original and remaining
copies are discarded.

PURCHASE ORDER

The purchase order method will be used for
purchases in the open market up to the purchasing
authority as authorized by the cognizant type
commander. (Purchase orders will not exceed $50,000
except as specified in the NAVSUPINST 4200.85). The
material or services included in a single purchase order
number will be chargeable to the same fund code (e.g.,
the purchase order will include all repair pacts or all
services but not both). See figures 5-13A, 5-13B, and
5-13C for example of the forms to be used. Use the
NAVSUP P-485 for guidance and purchase orders.

The DD Form 1155, with the 1155r or 1155r-1 is
distributed as are specified in the NAVSUP P-485.

IMPREST FUNDS

The imprest fund is a simple and economic method
of making purchases of $500 or less. It is a cash fund
and operates much like the petty cash fund used by
private industry. It is, in effect, a miniature revolving
fund. The fund is reduced as purchases are made. When
the reimbursement voucher is prepared the ship’s
OPTAR is charged for the amount spent and the money
returned to the imprest fund.

Authority

Upon the written approval of the type commander,
ships may establish an imprest fund. The supply officer,
establishes the fund in writing. The maximum amount
for the fund and designation of imprest cashier to act as
custodian of the fund must be included. The amount of
the fund should be based on anticipated purchases,
normally not to exceed $1,000 and no less than $500.
A greater amount must be approved by the type
commander and athorized by NAVSUP. A review
should be made quarterly to determine if them is a
continuing need for the fund and if the amount of the
fund is greater than necessary, Any officer or enlisted
member attached to the supply department may be
designated as imprest fund cashier unless they are
performing disbursing duties.
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Figure 5-13A.—Example of a DD Form 1155 Order for Supplies or Services/Request for Quotations.

Advance of Funds

A signed copy of the letter appointing the
imprest fund cashier is furnished to the disbursing
officer, at which time the disbursing officer

advances the authorized amount of the fund to the
cashier.

Security of Cash and Receipts

To prevent theft or unauthorized use, imprest funds
(both cash and receipts for amounts paid out and not yet
reimbursed) must receive the same security as that
given other public monks. See NAVCOMPT Manual,
Volume 4 for detailed policy and procedural guidance.
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Figure 5-13B.—Example of a D Form 1155r Order Supplies or Semites/Request for Quotations (general provisions.

When Imprest Funds may be Used

Imprest funds may be used to purchase supplies and
services only when the requirement cannot be satisfied
by the supporting shore activity within the required time
frame and:
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1. The transaction involves one delivery and one
payment not in excess of $150. In emergency
situations this limitation may be increased to
$300. However, prior to purchase, written
approval by the commanding officer for all
emergency transactions in excess of $150 must
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Figure 5-13C.—Example of a DD Form 1155r-1 Order for Supplies or Services/Request for Quotations-Foreign.

be obtained. Simultaneous requirements of more
than $150, or $300 under emergency conditions,
may not be split into multiple purchase
transactions to circumvent the prescribed
monetary limitation for imprest funds.

The supplies or services are available
immediately and cash payment will be made
upon pickup or delivery.
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Restrictions on Use

Imprest funds may not be used for any of the
following purposes:

1. Cashing checks or other negotiable
instruments.

2. Payment of transportation charges to common
Carriers.



3. Purchase of money orders.

4. Purchase of supplies or services that with
detailed specifications or require detailed
technical inspection upon pickup or delivery.

Purchase of supplies or services that would not
be authorized for purchase under general
purchasing regulations.

Disbursements

Purchases from the imprest fund must be based on
an authorized purchase request document (NAVSUP
Form 1250-1, or DD Form 1348). These documents
must be approved by the supply officer or his authorized
representative. Normally, the purchase request
document must be marked “imprest fund” and include
the following information

1. Item name.
2. Estimated unit price and total price.
3. Vendor’s name and address, if known.

The cashier may advance funds to the person
authorized to make the purchase and obtain a receipt for
the advance. The cashier may also reimburse a person
for an authorized purchase made with his own money.
In either case, the approval must be obtained before the
purchase is made. Figure 5-14 shows an example of
STD Form 1165 and describes its use as an interim
receipt for money advanced and as a receipt for money
spent. It is preferable to obtain the receipt for purchase
on the vendor’s own form (sales ticket, delivery ticket,
or other similar document), but if this is not available,
the STD Form 1165 may be used. If the vendor’s form
is used as the receipt for cash and the amount of the
purchase exceeds $15, the sales representative must
certify the receipt. See the NAVCOMP Manual,
Volume 4 for citification requests.

The supply officer or other designated person
receives all items purchased through the imprest fund.
Receipt is certified by receipt by dating and signing the
vendor’s receipt “Received and accepted.” When
practicable, a “designated person” should be someone
other than the inprest fund cashier. The purchaser must
return the receipt and any unused cash to the cashier as
soon as possible. Then the cashier voids the interim
receipt for cash and returns it to the purchaser. These
receipts must be afforded the same security as cash.

The cashier should balance his funds daily to ensure
that the total amount of the fund is accounted for, either
in cash or purchase receipts.
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Inspection and Verification

The imprest fund cashier may be required to
account for the established balance of the fund at any
time. The total cash on hand, paid vendors’ receipts,
unpaid reimbursement vouchers, and interim receipts
for cash must equal the total amount of the fund. An
unannounced inspection should be made quarterly. The
commanding officer designates an individual to
conduct the inspection. A report of the results of an
inspection should be made promptly to the
commanding officer.

Reimbursement

In order to maintain adequate controls over imprest
funds a Reimbursement Voucher (Standard Form 1129)
is prepared on an as-required basis. In no case should
reimbursement be made more often than once a month
if disbursements have been made.

Ships operating on extended cruises, when no
disbursing officer is available, must prepare the STD
Form 1129 immediately upon return to an area served
by a disbursing officer if disbursements from the
imprest fund were made during the period. Figure 5-15
shows an example of reimbursement voucher with one
of the purchase receipts for which reimbursement is
requested.

The impest fund cashier prepares the STD Form
1129 in an original and the number of copies required
by the disbursing officer who replenishes the fund. The
obligation document number of each transaction is a
required entry in the “Cost Code” column of the
“accounting” section of the STD Form 1129. The
completed STD Form 1129, with the original of each
“paid” dealer’s invoice or subvoucher and the original
of each DD Form 1348 (MVO) attached, is submitted
to the disbursing officer. The disbursing officer
reimburses the imprest fund cashier for the amount of
acceptable dealers’ invoices or subvouchers received,
and furnishes the cashier a “paid” copy of the STD Form
1129.

Refunds from Vendors

If a vendor refunds cash, the imprest fund cashier
should follow the procedures found in NAVSUP P-485.
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Figure 5-15—Example of an Imprest Fund Reimbursement Voucher (STD Form 1129) with supporting purchase receipts.

Records

Recordskeeping for the imprest fund must be kept

adequate controls be maintained.

to a minimum, consistent with the requirement that
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VOUCHER CONTROL.— The imprest fund
cashier maintains, a complete suspense file of all
original sales documents and DD Forms1165 for which
reimbursement has not been made. When these
vouchers are submitted to the disbursing officer for



reimbursement, a retained copy of the Standard Form
1129 is filed pending reimbursement and return of a
“paid” copy of the Standard Form 1129 from the
disbursing officer. The “paid” copies of Standard
Forms 1129 returned by the disbursing officer should
be filed in chronological order and retained for 2 years.

IMPREST FUND PURCHASE LOG.— A
locally prepared imprest fired purchase log must be
maintained by the imprest fund cashier to provide a
record of each transaction. An example of the log is
shown in figure 5-16.

ORDERING UNDER CONTRACTS

Supply activities ashore negotiate various type
contracts with commercial vendors to provide material
and services required by ships and activities. These are
discussed in the following paragraphs.

Indefinite Delivery Contracts

An indefinite delivery contract exists when the
terms and conditions that a supplier will deliver
specified supplies or services in response to orders have
been agreed to. The time of delivery is specified in the
order rather than in the contract. At many ports
arrangements have been made for ships to obtain
supplies and services from commercial companies by

placing orders under indefinite delivery contracts for
supplies and services such as:

® Rubber stamps

¢ Laundry and drycleaning services

® Fuel and lubricating oils

® Repair and cleaning of special clothing
® Repair of office machines

Ships and activities in the area are advised of these
contracts by means of contract bulletins issued by the
contracting office. The Order for Supplies or
Service/Request for Quotation (DD Form 1155) is used
to obtain delivery under contract. The order must
include the contract number, discount terms, “X in the
“Delivery” square, and schedule information. Figure
5-17 is an example of a DD Form 1155 prepared to
obtain delivery of an item under an indefinite
delivery-type contract.

Blanket Purchase Agreements

A blanket purchase agreement (BPA) is an
arrangement with a vendor to furnish designated
categories of material for a specific period of time.
BPAs are made by shore supply activities. This method
of effecting purchases in the open market provides an
easy way to establish charge accounts with qualified

PUR- AT = | oBLIGATION
CHASE | DATE | DEPT. | NOMENCLATURE SUPPLIER AMOUNT VOUGHER DOCUMENT
NO. NO. NO.
354!35680“. 18.5 62-70 | 3147-179¢6
16 |5/22/83| Ena. |Cemeny Epoxy Sl Ao o 7
Xerox lve. )
1T |5/29/83| Svp. |TonER Seent FranlCrseo 23.00| 62-70 | 3149-1802
Fiee Hose |D<F. Co, i
18 |6/2/83| Ens. Moz ie S Feameiseo 57250 3153-1832
Facre |MonlCo, | ., .0 3157-1840
/19 |6/6/33| SvR Srames Daxctave ' 7-1ed
o3| Gow | Gaskers | GrresMea, | 5y 3/57-1852
20 |/ 4 OAKLAND so 652

Figure 5-16.-Example of an imprest fund purchase log.
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Figure 5-17.-Example of an Order Under Indefinite Delivery Contract (DD Form 1155).

sources of supply 10 make small purchases of items of
the same general category. Such an arrangement
eliminates the need to issue several purchase orders for
small requirements by providing for purchases to be
made by placing calls either orally or by informal
memoranda against the blanket purchase agreement.

5-30

OBTAINING BPA.— When a BPA is desired and
the conditions in the NAVSUP P-485 exist, the supply
officer, or commanding officer of a ship without a
Supply Corps officer attached may request that the
supporting shore supply activity establish a BPA. A
copy of this letter must be forwarded to the type



commander, and it must contain the following
information:

e Type of supplies or services required..
® Suggested sources of supply.

® Period of time during which the supplies or
services will be required.

e Name or names of individuals within the supply

department authorized to place orders against
the BPA.

When determined by the supply activity that the
request is justifiable, it will negotiate and prepare the
BPA. Copies of the BPA are then provided to the ship,
the vendor, and the activity designated to make
payment.

Material is obtained by the authorized person
designated in the BPA by placing calls to the vendor.

Consult NAVSUP P-485 for additional information on
call procedures, billing, screening, and the review
required under the BPA procedure.

Fast Payment Procedure

The “fast payment procedure” is used only for
relatively small purchases and is initiated only by
activities ashore. You are likely to receive material that
has been ordered by this method, and you need to know
how it works.

When you submit a requisition for purchase action
and the supply activity responds by placing a fast
payment order with a commercial supplier, you receive
a copy of the purchase order and a pre-addressed
postcard “Report of nonreceipt, damage, or
nonconformance” (figure 5-18). You fill out and mail
the postcard only if you receive damaged or

REPCRT OF NONRECEIPT, DAMAGE, OR NONCONFORMANCE

Important:

forming supplies.

Complete and return this card to the Naval Supply
Center if material is not received within 60 days after delivery
date specified in order; or upon receipt of damage of noncom-

NSC Purchase Order No.

wN22__AL VN1 U
=

UL =T =vaiss

Regn. No.

56789-13123-5477

Not received

The supplies listed in the above purchase order were (check one)

D Received but rejected - letter report attached

Receiving activity
USS JOHN PAUL JONES DDG-32

Date
16 Aug 8-

Title
Supply Officer

" S < scend

BACK

NAVY DEPARTMENT
OFFICIAL BUSINESS

Commanding Officer
Kaval Supply Center
Onkland, California 94625

POSTAGE AND FEES PAID
NAVY DEPARTMENT
DOD-316

L | | | | s

QONDONY2

—A
FRONT

Figure 5-18.-Example of a report of nonreceipt, damage, or nonconformance card.
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nonconforming supplies, or if the material is not
received within 60 days after the delivery date specified
on the purchase order.

The supplier who receives a fast payment order
ships the material to the designated address and at the
same time sends an invoice to the paying activity. The
supplier certifies on his invoice that he has complied
with the terms of the purchase order, and agrees to
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replace, repair, or correct supplies not received at
destination, damaged in transit, or not conforming to
purchase requirements.

The procedure is designed to eliminate the time and
expense required for inspection and acceptance of small
purchases before delivery to ships, overseas activities,
or other distant points, and to permit payment to the
supplier when the material is shipped.



CHAPTER 6

RECEIPT, CUSTODY, AND STOWAGE

For every procurement action, except for
cancellations, there is a receipt action. When a
requisition is prepared, only the first of several supply
functions has been taken. The material must be
received, identified, checked, and distributed to the
storerooms or ordering departments.

You might think of a Storekeeper’s work as being
a circle formed by a chain with each link representing a
specific job. Each link is dependent on the others just
as there is a relationship between all Storekeeper jobs.
If the procurement documents were properly prepared,
the receiving procedure will be relatively simple. If
receipts are accomplished properly, the rest of the steps
are easier.

This chapter discusses the general shipboard
procedures that must be followed in receiving stores,
stowing the material and processing the receipt
documents. The actual steps to accomplish this vary
greatly from ship to ship depending upon the size and
volume of stores. Whether one Storekeeper does many
jobs or there are individuals assigned to specific jobs,
the end result must meet the requirements set forth in
NAVSUP P-485.

MATERIAL RECEIPT

As in every operation, responsibility for actions to
be taken are assigned to key personnel. In receipt of
government-owned material for your ship,
responsibility takes on added importance because of the
many types of material receipts and the required
accountability. The SK3 and SK2 should be aware of
the receipt responsibilities of the following personnel in
order to assist in the receipt of material and to prepare
themselves for added responsibilities as they advance
in their career.

SUPPLY OFFICER— Is responsible for the
receipt, identification, inspection, and distribution
of all incoming stores. This does not include
medical supplies (except on special accounting
classes 207 and 224 ships), Marine Corps stores,
bulk petroleum products, and ammunition. The
supply officer is also responsible for the processing
of receipt documentation. The supply officer will
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delegate the responsibility for the physical receipt of
incoming stores to the leading storeroom Storekeeper.

LEADING STOREROOM STOREKEEPER—
Makes sure that incoming material is receipted,
identified, inspected, sorted, and distributed, Material
may be distributed to supply department storerooms or
to other departments when the material is marked for
direct turnover (DTO). The leading storeroom
Storekeeper also makes sure that receipt documents are
accurately annotated and distributed for processing. If
the leading storeroom Storekeeper is not there during
normal working hours, the next senior storeroom
Storekeeper will assume these duties. In performing
these duties, the Storekeeper delegated the
responsibility of receiving incoming stores will
exercise direction over other Storekeepers and the
working parties handling these stores.

DUTY STOREKEEPER— Makes sure that
material delivered after normal working hours, is
receipted, identified, inspected, and placed in the
designated receiving section, or turned over to the
appropriate department if the receipt document is
marked for DTO. The duty Storekeeper makes sure that
receipt documents are properly annotated and given to
the leading storeroom Storekeeper the next workday.

TYPES OF RECEIPTS

There are several types of receipts with various
forms used to document the delivery of material.

Receipts from Purchase

Receipts from purchase normally include materials
or services received from vendors as a result of activity
purchase action. Receipt documents may include direct
purchase receipts milting from the use of DD Form
1155 or the imprest fund. Receipts from purchase also
include material received from contractors as a result of
an inventory manager initiated contract. there are
invoiced on Material Inspection and Receiving Report
(DD Form 250) or Order for Supplies and
Services/Request for Quotations (DD Form 1155).



Receipts from Ashore Activities

Materials received from ashore supply officers are
normally documented on a DOD Single Line Item
Release/Receipt Document (DD Form 1348-1).

Receipts from Afloat Supply Activities

Materials received from CLF ships have by an ADP
list of the items requested, and a DD Form 1348m for
each item. Material received from other afloat units
may have either a DD Form 1348-1, the white copy of
a DD Form 1348, or a NAVSUP 1250-1 that was
submitted as a requisition document.

Receipts from Other Appropriations

Material received from other appropriations (ship’s
store or Marine Corps, etc.) are normally documented
on a Requisition and Invoice/Shipping Document (DD
Form 1149).

Miscellaneous Receipts

Miscellaneous receipts include automatic
shipments or consignments of material that are not
related to a ship’s procurement document. An example
would be the delivery of an electronic test set or radiac
equipment incident to a Naval Electronic Systems
Command (NAVELEX) shipment order. Material
provided under the Shortage and Valuable Excess
(SAVE) program and excess of controlled equipage
distributed by type commanders, are also included.

METHODS OF RECEIVING

Stores will be received by direct delivery, freight,
or mail. Direct delivery consists of material delivered
to the ship by a supply support activity, a commercial
vendor, or material picked up by the ship’s
representative. Freight is material shipped via the
Department of Defense transportation or commercial
freight system usually is accompanied by a government
or commercial bill of lading. Mail consists of all
material forwarded by the U.S. Postal Service.

RECEIPT DOCUMENTATION

Material received aboard ship maybe accompanied
with a variety of receipt documents depending on how
the material was requested the issuing activity, and the
modes of transportation used in delivery. Before actual
receipt, other documents are received showing notice of
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material procurement, inspection, movement, and
billing. Particular circumstances will dictate what
documents will be received with a given commodity.
There are, however, certain certifications and/or
annotations common to all receipt documents. The
end-use receiver must;:

1. date the document upon receipt
2. circle the quantity accepted, and
3. sign the document to indicate receipt.

Receipts from supply activities are invoiced on
DOD Single Line Item Release/Receipt Document (DD
Form 1348-1). Figure 6-1 shows a DD Form 1348-1.
You can see how the codes placed on the requisitions
have been used on the DD Form 1348-1.

If you were checking in this material, you would
know that it was for stock since the storeroom location,
A3456, is shown in the supplementary address block
and repealed in block C. You would then check the
NSN on the material and the quantity received to make
sure it agrees with the DD Form 1348-1. The circled
quantity indicates that the shown quantity was received.

Material ordered from another ship is normally
received with a copy of the DD Form 1348 or NAVSUP
Form 1250-1. Purchased material maybe received with
copies of a purchase order or dealer’s invoice. The
receiving procedure is the same regardless of the form
used.

All materials received should be accompanied by
receipt documents. However, material is occasionally
received without them. When this happens, a “dummy
invoice” must be prepared. The dummy invoice should
show all available information; i.e., supplier,
procurement document number, description of the
material, NSN, unit of issue, and quantity received.
This information may be obtained from markings on the
container and material. With this information, the
supply office can probably match the material with its
procurement document. Also, a Report of Discrepancy
(ROD), Standard Form 364, must be submitted for
material received without documentation.

A Material Inspection and Receiving Report (DD
Form 250) is a multipurpose document that provides
evidence of inspection or acceptance at either the
material source or its destination. It is used to
substantiate contract payments. When material is
furnished direct to an afloat activity by a commercial
contractor and inspection or acceptance at destination
is indicated on the DD Form 250, the material will be
inspected by appropriate technical personal. The form
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Figure 6-1.—Example of a DOD Single Line Item Release/Receipt Document, DD Form 1348-1.

is completed by the technical representative and the
receiving Storekeeper. Entries to be completed on the
DD-Form 250 are shown in figure 6-2.

SERVMART RECEIPTS

Upon completion of shopping action, all material
must be returned to the ship. The supply officer or the
designated representative, using the SERVMART
Shopping List (SSL) will count the material. Receipt
quantities will be verified by placing a check made next
to the quantity and the original SSL will be marked
“receipt inspected and verified,” dated, and signed.

FILES USED IN RECEIPT PROCESSING

Files are maintained for documents that apply to
incoming material receipts. On receipt of the material,
they are used m the receiving process. Files also are
required for holding such documents subsequent to
processing in order to provide a retained record of
proofs of receipt and/or disposition of material.

Material Outstanding File

The material outstanding file has a copy of
procurement documents originated by the ship for
material and services not yet received. It also includes
related documentation such as followups, supply status
and shipping status, as well as shipping documents that
are specifically applicable to a single item.

Material Completed File

The material completed file has a copy of all ship
originated procurement documents which have been
removed from the material outstanding file. However,
such documents will not be filed in the material
completed file until receipt procedures for all items are
complete and payment processing for purchased
material has been accomplished.

Multiple Item Shipping Documents

OUTSTANDING FILE.— Shipping memoranda,
transportation control movement documents (TCMDs),
and other types of shipping papers may show multiple
item shipments that have not been received. They
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Figure 6-2—Example of a Material Inspection and Receiving Report, DD Form 250.

should be maintained in the supply office or main
receiving area. Outstanding documents will be filed
according to shipment destinations.The supply officer
should review this file prior to entering port.

COMPLETED FILE.— When the multiple item

shipment is received, the outstanding documents will be
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annotated to indicate date of receipt and any
discrepancies noted. Then they are filed in a separate
folder marked “completed shipping documents.”

Miscellaneous Receipt File

The miscellaneous receipt file contains shipping
documents that apply to material consignments not



initiated by a ship’s proctuement document. When
received, the related document(s) from the
miscellaneous receipt file will be annotated with the
receipt date. Then it is by the responsible material
custodian. The document is then filed in a “completed”
segment of the miscellaneous receipt file, or in a
separate “completed” file if preferred. In addition, a
consumption document will be prepared and processed
under ACCESS for each item that is issued as DTO
material.

RECEIVING PROCEDURES

Small quantities of stores received on a daily basis
through the mail generally do not require special
preparations for receipt. Stores which are delivered to
the ship in large quantities are stacked on the deck or
pier. They are held there until the preliminary
identification and package counts are completed. They
are then sorted by department or storeroom depending
on where they will be distributed. When practical, a
central location below decks is designated for the final
and detailed processing of incoming stem. This
location should be as near to the storerooms as possible,
accessible to hatches, but away from the ordinary course
of ship’s traffic.

Receipts from Naval Activities

Stores received from naval activities require a
quantity inspection only. Quality inspection is made by
an ashore supply activity when it accepted the
material from the supplier. It is not necessary to
duplicate the inspection aboard ship. The receiving
individual, however, will make inspections to detect
any deterioration or breakage that may have occurred
since the quality inspection. When stores are received
from naval activities in bales, packages or cases they
need not be opened to ascertain their contents. The
receiving Storekeeper will receipt for them according
to their external markings and package count. If any
package shows evidence of tampering, it will be opened
and the contents verified by count. The procedures
outlined in the NAVSUP P-485 will be followed when
there is a difference between quantity received and
quantity indicated on the shipping document.
Acceptance of the entire quantity shipped will be
indicated by circling this quantity on the shipping
document. The document always will be signed and
dated by the receiving individual.
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Mail

Normally material shipped by mail does not pass
through the initial receiving process. It is delivered from
the ship’s post office directly the stores receiving area.
Except in the case of registered or certified mail, the
preliminary inspection/count usually does not take
place.

Receipts from the Marine Corps and
Other Government Activities

Receipts of stores from other government activities
will be inspected for both quantity and quality when
delivered to the ship. Stores will be inspected by the
receiving individual to verify that they are of acceptable
quality. If the receiving individual is not qualified to
perform a quality inspection (i.e., a Storekeeper
inspecting technical repair parts for stock), the
department head who will use this material will provide
someone qualified to perform the inspection. After the
quantity and quality inspections, acceptance will be
indicated by the receiving individual as discussed in the
paragraph titled “Receipts from Naval Activities.”

Receipts from Commercial Sources

When material has been inspected and accepted by
an ashore activity, inspection for quality is not required
afloat. However, a quantity inspection must be
performed prior to acceptance. Material received that
has not been inspected and accepted ashore, the
receiving Storekeeper, will conduct an inspection for
quality and quantity. Technical personnel will be used
when needed. A full and thorough quality inspection
will be conducted. All packages will be opened and the
contents verified by count. When possible, DTO
material will be inspected and accepted by the cognizant
department head or an appointed representative.
Deliveries from commercial sources should be
accompanied with itemized copies of invoices or
delivery papers. Individuals will not receipt for material
unless a copy of the receipt document can be retained.
Material will not be accepted unless the receiving
individual is satisfied that it conforms to the
specifications included in the purchase document or
contract. When directed by the commanding officer,
material with minor defects may be accepted. (Refer to
the NAVSUP P-485 for special procedures required for
receipting and processing delivery tickets for purchases
under a blanket purchase agreement.)



Underway Replenishment Materials

The package count is verified just like receipts from
supply activities. Signed receipts are not required.

Pickup Material

Material picked up by the ship’s representative, will
be inspected for quantity at the time of pickup. If the
material is purchased, the ship’s representative should
be qualified to make the technical quality inspection
before accepting the material.

DISPOSITION OF MATERIAL

After the preliminary checks described above are
completed, the stores are sorted for distribution. At this
point DTO material may be turned over to the
department representatives. Get signatures on a copy of
the receipt paper. You are now ready to move the rest
of the material to the storerooms. If the supplementary
address block of the requisition shows storeroom
locations, case lots or other unit pack materials may be
taken to the storeroom. This happens after the receiving
Storekeeper pulls one copy of the receipt document and
verifies the material and quantity. Receipt of the
invoiced quantity is shown by circling the quantity on
the receipt document. If the correct quantity is not
received, draw a line through the invoiced quantity and
enter the quantity received.

Repacked boxes along with any unidentified items
are moved to a location below decks. Here the
incoming stores, including parcel post, are unpacked.
They are checked against receipt documents to verify
the materials and quantity, and sorted by storeroom or
DTO. DTO material should be turned over to the
ordering department as soon as Possible. Make sure
you get the signature of the department representative
on a copy of the receipt paper.

RECEIPT AND PACKAGING
DISCREPANCIES

‘The receiving activity reports shipping-type (item)
or packaging discrepancies that are the shipper’s
responsibility using a Report of Discrepancy (ROD),
Standard Form 364. The purpose of the ROD is to
determine the cause of such discrepancies, effect
corrective action and prevent recurrence. When both
item and packaging discrepancies are noted on the same
shipment, both blocks on the top of the STD Form 364
will be checked. The types of discrepancies required to
be reported are described in the NAVSUP P-485. For
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detailed instructions in the preparation and distribution
of the ROD, refer to NAVMATINST 4355.73 series.

Underway Replenishment (UNREP)
Receipt Discrepancies

Discrepancies in quantities, unit prices, price
extension and document number between a requisition
and receipt document are to be resolved directly with
the UNREP ship. Losses of $100 or less will be
absorbed by the receiver. Such discrepancies should be
communicated by message as soon as possible after the
UNREP. If notified before the transmitting the
expenditure documents to the DFAS. The issuing ship
normally can replace them with accurate documents.
This can preclude the need for credit documents at a
later date. (Refer to the NAVSUP P-485 for detailed
information.)

Loss of Material in Transit Due
to Enemy Action

When shipping documents or invoices show that
material was shipped but not received is due to loss by
enemy action, the receipt documents are to be stamped
or otherwise have noted upon them:

“Lost in transit by enemy action. Reference
(authority for statement of loss). Expended without
survey.”

DETERMINING WHEN A SHIPMENT IS
CONSIDERED COMPLETE

Shipments are considered complete when the
responsibility for the material passes from the supplier
to the receiver. For receipts from purchase, the delivery
is complete when the material is delivered to the place
designated in the purchase document and a signed
receipt obtained. Deliveries of material from other
ships or supply activities are complete when material is
turned over to the ship’s representative and signed
receipts obtained. During underway replenishment,
delivery is complete when the material clears the side
of the issuing ship.

CUSTODY

The term “custody” is used to mean the
responsibility for proper care, stowage, use, and records
of Navy material.



SUPPLY OFFICER RESPONSIBILITY

The supply officer is responsible for all supplies
carried in stock except ammunition, fuel, Marine Corps
supplies and medical material. When the supplies are
stowed in supply storerooms, the supply officer is said
to have actual custody (physical possession) of the
material, and has full responsibility for the material; i.e.,
procurement, receipt, stowage, expenditure, and stock
records.

The responsibility of custody may be divided.
Sometimes it is impossible or impractical to stow
material in supply storerooms because of limited
storeroom space or inadequate storeroom space for
large items, big quantities, or for highly technical or
sensitive material. Under these circumstance the
material may be stowed in spaces under the control of
other departments. The material is in the custody of the
other departments since they have physical possession,
but it is still in the technical custody of the supply
officer. The head of the department having actual
custody is responsible for proper stowage, inventory,
and use of the material. The supply officer, in
exercising technical custody, maintains stock morals,

requisitions replenishment stock and provides written
instructions to the custodian. Figure 6-3 illustrates this
concept.

RESPONSIBILITY OF CUSTODIAN

The storeroom Storekeeper is the custodian of all
material stored in the storeroom and is responsible to
the supply officer.

SECURITY OF MATERIAL

Material in store will be kept under lock and key in
all cases unless the material is of such quantity or
dimensions as to make storeroom storage impractical.
Storeroom spaces will be locked securely when not in
use. Personnel in charge of such spaces are responsible
to make sure that security is maintained for all stores in
their custody. Persons other than the individual
responsible for stowage spaces normally will not be
allowed access to stores. An authorized person will
always be present when the spaces are open for use.
Other persons will be admitted only when necessary for

SUPPLY OFFICER
FUNCTIONS
1. Replenish material
2. Provide written instructions gl CUSTODY OF
to custodian MATERIAL
3. Maintain stock records
4. Report consumption 0SNP0023
% 1 CUSTODY OF
MATERIAL
HEAD OF DEPARTMENT >
INVENTORIES FUNCTIONS 1
1. Designate custodian
IN ACCORDANCE ] 2" Subet vertony
wiTH P GRAPH 3. Fumish issue documents
6062-8 OF THE " for | by & DESIGNATED CUSTODIAN
NAVSUP P-485 nventory
FUNCTIONS
1. Stow material
2. Conduct inventory in accordance
with paragraph 6062-6 of the
NAVSUP P-485
3. Issue material
DAILY SUBMISSION . .
OF RECEIPT AND | ; gd'ec: issue and muptd:;wmnh
ISSUE DOCUMENTS - Prepare issue documents for losses
by inventory

Figure 6-3.-Stock material in custody/subcustody of other department beads.



the stowage and breakout of material or in emergencies
(e.g., fire, battle damage, etc.) or as follows:

INSPECTION— Personnel will be allowed access
to stowage spaces for purposes of inspection as directed
by the commanding officer. Such personnel will not be
given the keys to the spaces but will be escorted by
responsible personnel as directed by the supply officer.

ACCESS FOR DAMAGE CONTROL
PURPOSES— Access to stowage spaces will be
authorized to damage control personnel when
performing their duties. Stowage spaces will not be
secured in such a manner that access using ordinary
damage control equipment is impeded in an emergency.

PERMISSION FOR ENTRY— Permission for
entry of persons not ordinarily authorized access to
stowage spaces will be granted by the supply officer or,
in the supply officer’s absence, the commanding officer,
executive officer, or command duty officer.

Private Use of Stores

Public supplies may not be used by any individual
except for emergency issues to persons in distress as
authorized by NAVSUP P-485. Issues of material must
be made only on authorized issue or transfer documents.

Protection of Stores

The storeroom Storekeeper is responsible for
proper stowage of materials to protect them from
damage and deterioration while in storage.

STOWAGE

Materials in shipboard storerooms and other
stowage areas should be arranged to:

® Make maximum use of space.

¢ Provide orderly stowage and ready accessibility.

® Prevent damage to the ship or injury to
personnel.

¢ Reduce the possibility of material loss or
damage.

e Facilitate the issue of the oldest stock first (i.e.,
by first-in-first-out (FIFO) method).

® Facilitate inventories

These requirements and other instructions in this
section provide basic guidelines which, if observed with
a “common sense” approach, will help storeroom
Storekeepers to achieve optimum stowage efficiency.
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MATERIAL IDENTIFICATION

Material custodians will make sure that all items in
stowage are legibly marked, tagged, or labeled with an
NSN, NICN, or other identification number. When
needed, technical assistance from other departments
should be used to determine the identification numbers
of unmarked materials. Items that cannot be identified
will be turned in ashore for disposition.

MATERIAL PROTECTION LEVELS

Material procured for the Navy is provided
preservation-packaging and packing that the inventory
manager feels will protect it from deterioration and
damage during shipment, handling, and stowage. The
protection levels specified to be code marked on unit
packages and exterior shipping containment are described
in the NAVSUP P-485.

Shipboard Responsibilities

Since most materials received by afloat units were
adequately packaged and packed before shipment, the
ship’s responsibilities generally will be limited to:

® Keeping repair parts in their original packaging until
issued

¢ Repackaging and repacking items that were
inadequately or improperly protected when
received, or that have had their packaging damaged
or removed while in stowage

e Reporting material received in an unsatisfactory
condition due to inadequate or improper
preservation, packaging, or marking

® providing adequate protection of ready for issue
(RFT) materials and unserviceable mandatory turn-in
repairable to be transferred to another activity
(Refer to NAVSUP P-484, Supply Afloat Packaging
Procedres.)

LOCATOR SYSTEM

The location of each item in stock will be recorded
in its stock record and the Afloat Locator/Inventory
Record, NAVSUP Form 1075, (if maintained). Each
location will have a five-character alphanumeric (e.g.,
B0168), designation except when the configuration of
the stowage area(s) or physical characteristics of the
material dictate an alternate system.



RELOCATION OF MATERIAL IN
STOWAGE

Transfer of material between storerooms or to
different locations in the same storeroom will be
supervised by the leading storeroom Storekeeper, who
will make sure that

¢ material is protected from loss or damage during
the move

e material is correctly stowed in the new location

® new locations are promptly and accurately
recorded in the materials stock records (and
inventory/locator records if maintained).

TYPES AND QUANTITIES OF MATERIAL

In allocating available space, consideration must be
given to the categories of material that must be stowed
separately (e.g., ship’s stem stock food, clothing, bulk
consumables, repair parts), and the volume of stowage
space needed for the required quantities in each
category.

MATERIAL CHARACTERISTICS

In allocating stowage space, consideration must be
given to the physical characteristics of the material to
be stowed (i.e., weight and size, fragility, perishability,
flammability, susceptibility to theft, damage from heat
or moisture, and other properties that may affect the
safety of the ship or the crew).

STOREROOM CHARACTERISTICS

The number, locations, shapes, and sizes of supply
department storerooms vary significantly in each type
of ship. Therefore, each supply officer must carefully
study the configuration and capacity of available
stowage spaces when determining the type and quantity
of material to be stowed in each. The location of
storeroom doors, hatches, stanchions, ventilation ducts,
overhead fixtures, and other structures must be
considered in planning the stowage layout.
Architectural “obstructions” are altered, when possible
and as necessary, to create additional space.

SPACE LAYOUT FACTORS

To the maximum extent that available space
permits, you must adhere to the following guidelines
when stowing general stems:
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e Locate heavy bulk materials in areas convenient
to hatches and materials-handling equipment.
This minimizes the physical effort required for
loading, stowage, and breakouts.

® Locate light bulky material in storerooms with
high overhead clearances for maximum use of
available space.

e Segregate unlike materials (e.g., hazardous vs
nonhazardous, classified vs unclassified, large
vs small).

® Locate frequently requested material, such as
selected item maintance (SIM) items, as close as
possible to the point of issue as possible, in a
storeroom that is convenient to maintenance
personnel.

e Locate shelf-life items in a readily accessible
area to facilitate periodic screening.

e Install appropriate stowage aids in spaces where
they can be effectively used.

e Provide for aisles at least 30 inches wide
between bins, racks, and/or cabinets.

® Arrange materials with identification labels
facing outward to facilitate issues and inventory.

e Avoid multiple locations for the same item.
STOWAGE AIDS

Storerooms are outfitted with bins, racks, shelving,
and other stowage aids best suited for the types and
quantities of materials to be stowed. When installed
stowage aids need to be modified or relocated, or when
additionally required stowage aids must be
manufactured by a repair ship or shipyard, the supply
officer must submit an appropriate work, request to the
ship’s engineer officer in accordance with the Ship’s
Maintenance and Material Management (3-M) Manual
(OPNAVINST 4790.4).

TYPES OF STOREROOMS

You will usually have the types of storerooms
main issue, bulk, and repair parts.

Main Issue Storeroom

The main issue storeroom is the place the supply
officer designates as the centralized distribution point
for most SIM and shelf-life items. Generally it is the
most readily accessible of all stock material stowage
spaces when watertight integrity restrictions are in



effect. It also may serve as the ship’s Supply Support
Center (SSC), if established. It may contain the stock
records and those publication files, and other records
which the supply officer considers necessary for
effective operations. If it does not function as an SSC,
it may contain locator/inventory records.

Bulk Storerooms

Bulk storerooms (for general stores) are spaces used
for the stowage of case lots of frequently demanded
items maintained (in smaller quantities) in an issue
storeroom, or for items that are too bulky and
cumbersome for stowage in an issue storeroom.
Storekeepers assigned to bulk storerooms are
responsible to the leading storeroom Storekeeper, who
normally is assigned to the main issue storeroom.

Repair Parts Storerooms

Supply department storerooms are used for the
stowage of repair parts except bulkhead mounted
spares and certain other materials authorized to be
stowed in other departmental spaces. Although SIM,
shelf-life, and certain other repair parts generally are
stowed in the main issue storeroom, most repair parts
in supply department custody normally are located in
spaces designated as repair parts storerooms. They are
usually outfitted with bins, drawer cabinets, and other
stowage aids. When required, or when available near
the operating spaces to be supported, separate
storerooms will be used for stowage of electronic repair
parts, hull/mechanical/electrical (HM&E) and
ordnance repair parts, nuclear weapons repair pads,
reactor plant repair parts, etc.

HAZARDOUS MATERIAL STOREROOMS
AND LOCKERS

Certain materials with inherent hazardous
properties require special stowage facilities and
handling precautions. The Naval Ships’ Technical
Manual and the Hazardous Material Information
System outline the requirements for shipboard stowage
of dangerous and semisafe materials. Shipboard
stowage facilities commonly used for hazardous
general stores items are discussed in the following
subparagraphs.

Flammable Liquids Storeroom

The flammable liquids storeroom normally will be
located at either end of the ship, below the full load
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waterline, not adjacent to a magazine and be equipped
with an automatic fire alarm and CO” system. This
storeroom also should have incandescent and explosion
proof overhead lights (protected by lamp guards). The
switch should be outside the compartment, and
nonsparking vent fans, with the controllers outside the
compartment.

ACID LOCKER.— An acid locker is a leakproof,
led-lined box, chest, or locker especially designed for
stowing bottles or carboys of acid. A label bearing the
inscription “ACID BOTTLE STOWAGE in 3/8-inch
letters must be securely attached to the lid of each acid
locker. Acid lockers will be kept in the flammable
liquids storeroom. However, acid lockers which
contain only medical acids may be kept in a medical
storeroom.

ALCOHOL LOCKER.— An alcohol locker is a
chest or locker used for security stowage of grain
alcohols which are highly susceptible to pilferage (i.e.,
ethanol or ethyl alcohol). Alcohol lockers will be
located in the flammable liquids storemom. However,
lockers that contain only medicinal alcohol (100 proof
or less) may be located in any secure space designated
by the commanding officer.

MATERIALS REQUIRING SPECIAL
HANDLING OR STOWAGE

We will first consider the classifications of material
and then discuss the special handling or storage
requirements for special types of material that are
carried for ship’s use. Requirements for cargo stowage
are not covered because the types of cargo and ship’s
characteristics vary and must be considered on an
individual basis.

Acid

Liquid acid, unless classified as safe material in the
Naval Ships’ Technical Manual, will be stowed in au
acid locker. If an acid locker is not available, acid
bottles will be stowed in the flammable liquids
storeroom. But in this case, the deck and the lower part
of the bulkhead must be covered with a watertight
robber lining and a label inscribed “ACID BOTTLE
STOWAGE” in 3/8-inch letters must be securely
attached to the outside of the storeroom door. Corrosive
acids are acute fire hazards and should be stowed
separately from oxidizing or flammable materials.
Corrosive acids (or vapors) must not be allowed to come
in contact with the skin or eyes. Storekeeper who stow
or issue these acids will wear rubber gloves rubber



aprons, and goggles to protect themselves and their
clothing from acid burns.

Alcohol

Since most commonly used alcohols have a flash
point below 200 degrees F, they will be stowed in the
flammable liquids storeroom. Not all alcohol is readily
identifiable by name. For example, many lacquer
thinners have methanol (wood alcohol), which is
extremely poisonous, as the principal ingredient.

Oxidizing Material

Many shipboard fires with resultant fatalities have
been attributed to improper stowage or handling of
oxidizing materials particularly calcium hypochlorite.
Nitric acid, a strong oxidizer, will be stowed in the acid
locker. Oxygen and chlorine gases must be stowed in
accordance with the paragraph on compressed gases.
All other oxidizers will be stowed in a dry compartment,
away from combustible materials.

Calcium hypochlorite itself is noncombustible.
However, it is a strong oxidizing agent which will
generate heat, liberate chlorine, and cause fire when it
comes in contact with paints, oils, greses, detergents,
acids, alkalies, antifreeze, fabrics, and other organic and
combustible materials. Calcium hypochlorite will be
stowed in binhs or lockers labeled “HAZARDOUS
MATERIAL CALCIUM HYPOCHLORITE” in red
letters on a white background The bins or lockers will
not be located in an area which

e is used for stowage of combustible organic
materials,

¢ exceeds 100 degrees F under normal operating
conditions,

® is adjacent 10 a magazine,

® is subject to condensation or water
accumulation.

Each bin or locker must beat least 5 feet away from any
heat source or surface which may exceed 140 degrees
F. It will contain no more than 48 6-ounce bottles (for
potable water purification) or 36 3-3/4 pound bottles
(for sewage waste treatment). The total quantity stowed
should not exceed the ship’s average endurance level,
on CLF ships, calcium hypochbrite may bestowed in
general cargo spaces without quantity restriction,
provided that the foregoing safety precautions are
observed)
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Compressed Gases

Compressed gases must be stowed on the weather
deck. Unless the ship has below deck stowage spaces
specifically designed fix such material. Compressed
gas cylinders will be stowed vertically and securely
(with valve protection caps in place). They will be
stowed away from other flammable materials
(especially grease and oil). When compressed gases are
stowed on the weather deck, the cylinders will be
located as far as possible from navigation, fire control,
or gun stations. They will protected from the direct rays
of the sun, or accumulation of snow and ice. When
compressed gases are stowed below deck, any leaking
fumes must be prevented from entering ventilation
air-intakes leading to working or living spaces. Since
there usually is some gas remaining in most cylinders
considered to be empty, “empty” cylinders will be
stowed and handled with the same precautions as full
cylinders. Compressed gases, particularly the
flammable and explosive gases, must be handled with
extreme care. Some general rules for handling
compressed gas cylinders are:

® Take every precaution to prevent cylinders from
being dropped or forcefullly struck against hard
surfaces (including other cylinders). Do not
tamper with the safety devices in cylinder
discharge valves. When cylinders are not in use,
be sure that the valve protection caps always are
securely attached (If the valve of a compressed
gas cylinder should be snapped off, the released
energy would cause the cylinder to behave as a
missile. For example, a cylinder that is
pressurized to 2,200 pounds psi (per square inch)
can travel 2,600 feet in free flight, and in a
confined space, it could be disastrous.)

Prevent cylinders from contact with fire, sparks,
or electrical circuits. (An exploding steel
cylinder would have the same destructive effect
as an exploding bomb.)

Do not drag or slide cylinders when moving.
Secure and move them in handtrucks that meet
the criteria prescribed in the Naval Ships’
Technical Manual. If suitable handtrucks are not
available, tilt the cylinders and roll them on the
bottom edge.

® Secure cylinders in a cradle, pallet, or rack when
they are loaded or offloaded with a crane or
derrick. Never hoist cylinders with
electromagnets, or with hooks or line attached to
the valve protection cap.



®* Do not alter or deface the numbers or other
markings on the cylinders. Do not add markings
without approval of the engineer officer. Do not
issue cylinders if their contents cannot be
identified.

Detailed information relative to the stowage, handling,
and use of various types of compressed gases are
contained in the Naval Ships’ Technical Manual.
Information pertinent to especially hazardous gases
commonly used by ships is as follows.

ACETYLENE.—  Acetylene inherently
unstable, and may explode when subjected to heat or
shock or upon contact with chlorine or certain metals
such as copper, silver, and mercury. Therefore,
acetylene must be stowed separately from oxygen or
any other materials with which it forms an explosive
compound. The gas must never be allowed to escape
into an enclosed area The cylinders must be protected
from flames, sparks, lightning, and static electricity.
Testing for suspected leaks should be done with soapy
water.

is

Toxicity.— In moderate concentrations, acetylene
may act as an intoxicant. In higher concentrations, it
will cause wunconsciousness and ultimately
asphyxiation. Some grades of acetylene also contain
many impurities. Therefore, breathing of acetylene in
any concentration for any length of time must be
avoided.

Upright Stowage Required.— Acetylene in
cylinders is dissolved in acetone which has a tendency
to flow into the valve if the cylinders a stowed
horizontally. For this reason, acetylene must be stowed
and used only in an upright position with the valve end
up. When it is known or suspected that acetylene
cylinders have been stowed on their sides, they will not
be used until they have been in a vertical position for at
least 2 hours.

OXYGEN AND CHLORINE.— Oxygen and
chlorine are oxidizing gases that strongly support
combustion. Chlorine is also poisonous. Oxygen and
chlorine cylinders must be stowed on the weather deck,
or in a separate watertight storeroom which has at least
one compartment between it and any space that is used
for the stowage of combustibles such as flammable
liquids or gases, ammunition, paint, gasoline, and oil.

NONFLAMMABLE GASES.— Helium,
nitrogen, carbon dioxide, and argon arem nonflammable
gases. Because of their inert characteristics, they may
be stowed with flammable or oxidizing gases. Since
these non-flammable gases will not support expiration
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(a sufficient concentration in a closed space will cause
asphyxiation), they must bestowed on the weather deck
or in other well-ventilated spaces.

AEROSOL PRO DUCTS.— Aerosol products are
liquids, solutions, or powders suspended in a gas
propellant and contained in dispensers equipped with
release valves. Aerosol containers are used for the
dispersal of paints, enamels, lacquers, insecticides,
silicones rust preventives, etc. The aerosol propellants
may be low boiling halogenated hydrocarbons or other
hydrocarbons such as liquified propane or isobutane.
Aerosol cylinders will burst if exposed to heat sources
in excess of 120 degrees F. They are prone to leakage
if subjected to impact. Aerosol propellants are
extremely flammable and in sufficient concentration,
can be anesthetic or asphyxiating. Aerosol products
should be stowed in the flammable liquids storeroom,
or in cabinets away from oxidizing materials.
Mechanical ventilation will be used, when necessary, to
remove accumulated vapors.

Flammable or Combustible Material

Flammable liquids have a flash point of 100 degrees
F or below. Combustible liquids, greases, and pastes
have a flash point of 200 degrees For below. Items
which are flammable and/or combustible include:

® gasoline, oils kerosene, and other petroleum
products; chemicals;

e stencil paints, marking inks, and printer’s ink;

e solvents, thinners, primers, compounds,
varnishes and lacquers; alcohol, acetone, ether,
and naphtha;

e greases and pastes.

Except for drummed petroleum products, which may be
stowed in racks on the weather deck in accordance with
the Naval Ships’ Technical Manual, flammable liquids
and other flammable or combustible material will be
stowed in the flammable liquids storeroom.

Radioactive Material

Radioactive items listed in the MLN are identified
by special material content code “R” (or “X” if
radioactive and magnetic). Radioactive instruments,
electron tubes, and certain other items are labeled with
the conventional United States Nuclear Regulatory
Commission (USNRC) radiation symbol. This symbol
must NOT be removed or obliterated. The radiation
levels of radioactive material depend upon the type and


Carol


concentration of isotopes in each. It also depends upon
the unit and the number of units stowed together. Any
area used for stowage of radioactive material (or each
bin if there is no designated area) will be conspicuously
posted with the standard radiation symbol and the words
“CAUTION RADIOACTIVE MATERIAL.” As a
minimum, radioactive material will be monitored when
initial or replenishment stocks of radioactive items are
stowed To prevent absorption of dangerous radioactive
particles through skin abrasions, rubber gloves and
extreme caution will be used in handling
damaged/broken radioactive instruments, electron
tubes, etc. Any suspected radiation hazard will be
promptly reported to the radiological safety officer and
a representative of the medical department.

Toxic Substances

A toxic (poisonous) substance may cause
discomfort, asphyxiation and/or death if ingested or
inhaled, or if absorbed through the skin. Therefore,
adequate precautions must be taken to prevent such
dangers when stowing or issuing toxic material. Toxic
substances will be stowed in a cool, well-ventilated
area, separate from acids. It will be protected from fire
hazards or impacts which may break seals or damage
containers. Each case, carton, and individual container
of toxic material must be labeled with a warning such
as the following:

“POISON! IF TAKEN INTERNALLY,
WILL CAUSE SERIOUS ILLNESS, AND
POSSIBLE DEATH!”

It is particularly important to make sure that containers
of poisonous liquids such as industrial alcohol are
clearly identified and labeled (ie., to prevent human
consumption which can be fatal).

Stowage and handling of miscellaneous
nonhazardous material is covered in the NAVSUP
P-485.

SHELF-LIFE MATERIAL

Shelf-life material is material that is subject to
deterioration. These items are assigned a
“SHELF-LIFE CODE which is listed in the ML-N and
in the List of Items Requiring Special Handling
(LIRSH). The code denotes the shelf-life span of
material from date of manufacture to the date when it
should be either disposed of, or tested in accordance
with the inventory manager’s instructions in order to
extend the shelf life. Type I codes (alpha) apply to items
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for which shelf life cannot be extended. Type II codes
(numeric) apply to items for which shelf life can be
extended

STOREROOM MAINTENANCE

When you are in charge of a storeroom, you are also
responsible for maintaining the space. Before you
secure each night, sweep the storeroom and remove all
trash. Clean bins, shelves, ventilation ducts, and fans
periodically. If you practice good housekeeping, your
spaces will always present a neat and efficient
appearance.

The material condition of your space is also your
responsibility. Rust is an ever-present enemy and
requires constant vigilance to keep it under control.
Rust spots should be chipped, wirem brushed or sanded,
primed, and spot painted. Loose bolts should be
tightened promptly to prevent possible damage to the
storeroom or its contents. Pipes, valves, electrical
system, watertight fittings, and firefighting equipment
must be examined daily and any defects reported to the
Supply Officer.

Daily security reports are required by the supply
officer or duty supply officer. The method and time of
these reports are established in each ship’s routine.

Before getting underway into open seas,
storerooms must be thoroughly inspected and secured
to prevent stores from shifting due to the ship’s motion.
Bulk stores must be braced or lashed to bulkheads,
stanchions, or battens, and the fronts of open bins and

shelves secured to prevent stores from falling out on
deck.

Unless approval is obtained from the commanding
officer, personal gear must not be stowed in supply
storerooms.

SECURITY PROCEDURES

The following general security rules apply to
supply department spaces;

1. Materials in store are always kept under lock
and key except when the bulk of such material
makes stowage under lock and key impractical.

2. Supply spaces are kept locked when not
attended by authorized personnel.
3. Responsibility for the security of spaces rests

with the person in charge of each space.



Permission for entry of persons ordinarily not
authorized to have access to supply spaces will
be obtained from the supply officer or the
delegated assistant.

No supply space will be secured in such a
manner that access by use of ordinary damage
control equipment is impeded in an emergency.

Keys to supply space padlocks will not be taken
from the ship by the custodian.

A key log will be used to identify the holders of
keys removed from the key locker.

Combinations to combination locks are not
recorded in writing except as prescribed in
NAVSUPP-485.

All key padlocks must be 1-1/2 inch, pin
tumbler type, with dead bolts, either brass or
bronze, The locks must be keyed individually
and furnished with two master keys for each
group and two grand master keys for each set.

All keyless padlocks will be the
three-combination, manipulation-resistance
type 8077A, NSN 975340-00-285-6523.

10.

11. Combinations on keyless padlocks must be

changed at least every 6 months.
Groups of Spaces

For proposes of key administration department
spaces are divided into four groups:

GROUP I— General stores spaces, including
general storerooms, repair parts storerooms, and special
lockers and spaces related to them. Each lock must have
an original and a duplicate key, each different from the
keys to any other space. The person in charge of the
space during working hours has possession of the
original key. After working hours this person must turn
over the key to the duty petty officer for safekeeping in
a general key locker in the supply office. The duplicate
key may be kept in the supply office key locker, in a
special duplicate key locker, or in the supply officer’s
safe. An original master key which passes (opens) all
locks in group I may be retained in the custody of the
officer or petty officer designated by the supply officer.
The supply officer retains the duplicate master key in
his possession.

GROUP 11— Foodservice spaces, including the
galley, bakeshop, bread room, vegetable preparation
room, subsistence issueroom, butcher shop,
refrigeration spaces, and subsistence storeroom. Each
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lock must have an original and a duplicate key different
from the keys to any other space. These keys are
handled in the same manner as for group I, except that
the keys to the galley, bakeshop, bread room, butcher
shop, and vegetable preparation room are not turned
into the key locker but are passed between watch
captains as they relieve each other. There must be a
master key, different from group I, which will pass all
locks in group II. This master key maybe retained in
the custody of the supply officer or a designated petty
officer. If a duplicate master key is furnished, it is
retained in the custody of the supply officer.

GROUP III— Ship’s store and clothing spaces
(including the bulk storerooms), retail stores, and all
associated spaces. These spaces are secured with
combination padlocks.

The combination padlock comes with a “setting-in”
key and instructions for setting the combination. The
custodian of the space must:

1.
2.

Set a combination in the lock.
Record the combination on a piece of paper.

3. Place the paper and the “setting-in” key in an

opaque letter-size envelope.
Seal the envelope.

. Sign his name over the flap of the envelope in
the presence of the ship’s store officer.

Turn the envelope over to the ship’s store
officer.

The custodian does not record the combination
anywhere other than on the paper turned in to the ship’s
store officer, nor does the custodian disclose the
combination to any person. The ship’s store officer
receives the sealed envelope, signs his name over the
flap in the presence of the custodian, and retains the
sealed envelope in his safe. In the absence of the
custodian, emergency entry into the space is
accomplished by the ship’s store officer who removes
the combination from the sealed envelope and enters the
space in the presence of at least two witnesses. If
required, damage control nippers or burners provide
easy and quick entry. These spaces must not remain
unattended while unlocked. After entry is made in the
absence of the custodian, the space must be secured by
replacing the lock and sealing the space with a lead or
car seal in the presence of the two persons witnessing
the entry. The seal is removed by the custodian upon
his return. When entry is obtained in the absence of the
custodian, he is required, upon his return, to change the



combination. Before doing so, the custodian may, if he
so desires, conduct an inventory of the stores in the
space.

GROUP IV— All of the ship’s service activities
(barbershop, tailorshop, laundry, cobbler shop, and
photographic shop) when cash sales are not made
through them, or no material for cash sale is stowed
therein. When the latter conditions exist, these sprees
are placed under group IIIL

Each lock in group IV must have an original key
different from the keys to other spaces. It must be kept
by the person in charge of the space during working
hours. After duty hours, the person in charge of the
space must turn the key over to the duty petty officer for
safekeeping in the key locker in the supply office. A
duplicate key for each space is safeguarded in the same
manner as for group I. The supply officer or the
designated assistant retains in his custody a master key
(original) to all locks in group IV. The supply officer
retains the duplicate master key in his custody.

Grand Master Key

The supply officer is required to maintain in his
custody a grand master key, which will open all locks
in groups I, II, and IV. It will NOT open locks in group
II1. If authorized by the supply Officer, duty supply
officers or duty petty officers may pass the duplicate
key between them when the number of supply officers
aboard is such that the senior petty officers are required
to set as department duty officers.

Figure 6-4 illustrates typical custody with regard to
keys. Study and become familiar with it.

Sets of locks containing locks for group I, II, and
IV supply spaces, are available in various sizes to meet
the requirements of different ships. When a single
series padlock set is inadequate to meet the needs of
large ships, more than one set may be used. For

example, one set for group I and a second set for groups
IT and IV.

GRAND MASTER KEY-SUPPLY OFFICER
MASTER KEYS

FOR GROUPS |, li, AND IV - WILL NOT PASS LOCKS IN GROUP il

(arouP | GROUP § GROUP NV GROUP &
GENERAL STORES SPACESR FOODSERVICE SPACES SERVICE ACTIVITIES SHIP"S STORE AND CLOTH-
*"MASTER KEY (DUPLICA' “MASTER KEY (DUPLICATE) MASTER KEY (DUPLICATE)
noulll. ofﬂc(u ™ FOOD SERVICE OFRICER SHIPS STORE OFFICER NO MASTER KEY
MAN ISSUE ROOM GALLEY NONPERISHABLE FOOD- “BARBER SHOP SHIP'S STORE
SERVICE STOREROONM
SK IN CHARGE OF MAIN GALLEY SUPERVISOR 8H IN CHARGE OF BARBER SH N CHARGE OF STORE
BSUE ROOM M$ N CHARGE OF STORE- SHOP
ROOM
SUPPLY SUPPORT CENTER BAKESHOP REFRIGERATED SPACES “COBBLER SHOP FOUNTAN
SK IN CHARGE OF SUPPLY M8 IN CHARGE OF BAKE- M8 IN CHARGE OF REFRIG- SH IN CHARGE OF COBBLER 8H IN CHARGE OF
SUPPORT CENTER ERATED SPACES SHOP FOUNTAIN
STOREROOMS BREAD ROOM VEGETABLE LOCKER “TALOR SHOP RETAL CLOTHING STORE
S IN CHARGE OF STORE- M$ IN CHARGE OF BREAD M8 N CHARGE OF VEGE- SH IN CHARGE OF TAILOR SH N CHARGE OF RETAIL
ROOM ROOM TABLE LOCKER SHOP CLOTHING STORE
SPECIAL LOCKERS MEAT PREPARATION AREA VEGETABLE PREPARATION “LAUNDRY SHOP SHIP'S STORE BULK
AREA STOREROOM
$K N CHARGE OF M8 IN CHARGE OF MEAT &H IN CHARGE OF
LOCKERS PREPARATION AREA MS N CHARGE OF VEGETA- LAUNDRY 8H IN CHARGE OF STORE-
BLE PREPARATION AREA ROOM
MISCELLANEOUS FOODSERVICE ISSUE ROOM “PHOTO SHOP RETAIL CLOTHING BULK
STORAGE AREAS STOREROOM
MS N CHARGE OF ISSUE SH IN CHARGE OF PHOTO
SK IN CHARGE OF AREAS ROOM SHOP SH IN CHARGE OF STORE-
09NP0024 ROOM
GROUPS | &, AND IV DUPLICATES RETAINED IN THE DUPLICATE KEY LOCKER IN THE SUPPLY OFFICE, SPECIAL DUPLICATE KEY EACH GROUP B COMBINATION

LOCKER, OR IN THE SUPPLY OFFICER'S SAFE
*AT DISCRETION OF SUPPLY OFFICER

=GROUP Bl SPACE WHEN CASH SALES OR OTHER CASH TRANSACTIONS OR
MATERIAL INTENDED FOR ULTIMATE CASH IS STORED THEREN

WILL BE KEPY IN A SEALED
AND SIGNED ENVELOPE IN
THE ACCOUNTABLE
OFFICER'S SAFE

Figure 6-4.-Supply space groups and custody chart.
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CHAPTER 7

INVENTORY MANAGEMENT

The information contained in this chapter has
general application to all ships. Except for reactor or
plant support material in nuclear powered ships,
shipboard material inventories are divided into five
areas for management purposes as follows:

®* OPERATING SPACE ITEMS (OSIs).
Operating space items are in the custody and
under the management of the department heads.
Certain operating space items which require
special inventory control are designated as
“controlled equipage.”

¢ REPAIR PARTS. Repair parts are in the custody
of the supply officer when supply department
stowage space permits. They are always under
his management.

® CONSUMABLES. Consumables are in the
custody of the supply officer when supply
department stowage space permits. Stocked
consumables (i.e., consumable items “carried
as supply department stock) are managed by the
supply officer. This is the case if the items are
stored in supply or other department spaces.
Nonstocked consumables (i.e., consumable
items “not carried as supply department stock)
are in the custody and under the management of
other department heads.

* MAINTENANCE ASSISTANCE MODULES
(MAMs). Maintenance assistance modules are
in the custody of the supply officer. They are
located in the appropriate operating and
maintenance spaces under the subcustody of
operating or maintienance personnel.

¢ READY SERVICE SPARES (RSSs). Ready
service spares are repair parts in the custody of
the supply officer. They are located in the
appropriate operating and maintenance spaces
under the subcustody of operating/maintenance
personnel.

INVENTORY MANAGEMENT
AFLOAT TERMS

Throughout this chapter you probably will
encounter new terms referring to inventory control.
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When you encounter a new term refer to the glossary
for an explanation.

FORMS AND PUBLICATIONS

The forms and publications used in the inventory
management of general stores in nonautomated ships
are found m the NAVSUP P-485. These publications
contain the “how to” detailed information in the area of
inventory management for which each SK is
responsible. Each of the publications listed will be used
many times in the course of an SK’s ctamer. Each of the
forms is a tool for you to document the inventory
process.

PHYSICAL INVENTORY

Physical inventory is a prerequisite to efficient
inventory control. The primary objective of a physical
inventory is to make sure that the balances reflected in
stock or custody records agree with the actual physical
quantities on hand.

TYPES OF INVENTORY

The type of inventory to be performed depends on
the type of material to be inventoried and the type of
information needed.

Bulkhead to Bulkhead Inventory

A bulkhead to bulkhead inventory is a physical
count of all stock material aboard the ship or within a
specific storeroom. A bulkhead to bulkhead inventory
of the ship’s entire stock of repair parts is usually
performed during a Supply Operating Assistance
Program/Integrated Logistics Overhaul. A bulkhead to
bulkhead inventory of a specific storeroom is performed
when random sampling inventory of that storeroom
fails to meet an inventory accuracy rate of 90%. It is
also performed when directed by the TYCOM incident
to a supply management assist (SMA), when directed
by the commanding officer, or when circumstances
indicate that it is needed to maintain effective inventory
control.



Specific Commodity Inventory

The specific commodity inventory is a physical
count of all items under the same cognizance symbol,
Federal supply class, or which support the same
operational function, such as boat spares, electron tubes,
boiler tubes, or fire brick. This type of inventory is
performed under the same conditions as a bulkhead to
bulkhead inventory. However, prior knowledge of
specific stock numbers and item locations is required to
perform a specific commodity inventory.

Special Material Inventory

A special material inventory requires the physical
count of all items that are specifically selected for
separate identification and inventory control. These
items may be selected because of their physical
characteristics, costs, mission essentiality, criticality, or
other masons. Special material inventories include, but
are not limited to, stocked items designated as classified
or hazardous. Special material inventories also include
controlled equipage and presentation silver. Physical
inventory of such material is required on a scheduled
basis as precribed by the NAVSUP P-485.

Spot Inventory

A spot inventory is an unscheduled type of physical
inventory performed to verify the existence of a specific
stock item. The inventory is performed as the result of
a total not in stock (NIS) indication in the issue request
when the verified stock record for the requested item
shows an on-hand balance. A spot inventory also is
performed to determine the on-hand quantity of a
particular item when requested by the commanding
officer, a fleet or type commander, a cognizant
inventory manager, or other competent authority. For
example, the commanding officer may request the
physical inventory of any item that he considers to be
highly essential to prospective operations. A fleet or
type commander may need to have total asset visibility
of a particular critical item, or an inventory, disposition
and report of certain items which, after distribution
within the supply system, are found to be defective.

Velocity Inventory

A velocity inventory is based on the premise that
inaccuracies of stock record balances for any item
increases with issue frequency. This means that most
of the physical inventory effort should be concentrated
on frequently demanded items. A velocity inventory,
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requires a periodic physical count of all stock items that
experience relatively frequent demands (fast movers),
and a physical count of items that experience infrequent
or no demands (slow movers) only when such items are
issued. Periodic inventories of selected item
management (SIM) items and post-issue inventories of
non-SIM items, respectively, are examples of velocity
inventories.

Random Sampling Inventory

The random sampling inventory is considered to be
part of the annual scheduled inventory program. It is
used only on authorized ships (automated special
accounting class 207). A random sampling inventory
is a measure of the stock record accuracy for a segment
of material based on the physical count of a specified
number of randomly selected items within the segment.
Guidelines for conducting a physical inventory by the
random sampling method are outlined in the NAVSUP
P-485.

PHYSICAL INVENTORY SCHEDULES

Inventory schedules outline, in chronological
sequence, the segments of material planned for physical
inventory during a fiscal year. The inventory schedule
is prepared by the supply officer prior to the
commencement of each fiscal year. For stock material
in department custody, the inventory schedule reflects
the time frames jointly determined by the supply officer
and the respective department head. An example of an
inventory schedule is shown in figure 7-1. Refer to the
NAVSUP P-485 for scheduled inventory requirements.

INVENTORY PERSONNEL

The supply officer is responsible for an accurate
physical inventory of stock material and controlled
equipage in supply department custody. The supply
officer also provides advisory assistance for inventories
of material in the custody of other departments.
Qualified personnel used for inventorying material in
the supply department are assigned by supply
department memorandum. The Storekeeper in charge
of each storeroom is usually responsible for the
inventory of material in that storeroom.

PREPARATION FOR INVENTORY

Before inventory, all receipt and expenditure
documents concerning the material to be inventoried
must be collected and posted to the stock record cards.



Last SOAP/ILD completed April 1983
Next SOAP/ILD tentatively scheduled Aprii 1986
PHYSICAL INVENTORY SCHEDULE FY 1984
NVENTORY STOREROOM(S)/ INCLUSIVE ACCURACY
éEGMENT NO. ITEMS OTHER SPACES DATES RATE %
! 650 c, D 10/1~
SIHMAT'L 10/12/83
BULKHEAD 9 ENGRM #1 &
MOUNTED SPARES MACHINE SHOP 11/1/83
BULKHEAD 9 ENGRM #1 & 2/1/84
MOUNTED SPARES MACHINE SHOP
CONTROLLED EQUIPAGE 125 DEPT'L SPACES 2/15-
3/15/84
SIM MAT'L 650 ¢, D 4/1/-
4/12/84
BULKHEAD 9 ENGRM #1 & 5/1/84
MOUNTED SPARES MACHINE SHOP
ELECTRON TUBES 36 D 6/3/84
(C.0. designated items)
CLASSIFIED 156 A 7/2/-
NUC WEPS MAT'L 7/6/84
HAZARDOUS MAT'L 48 8 7/16/84
(NON-SIM ONLY)
BULKHEAD 9 ENGRM #1 & 8/1/84
MOUNTED SPARES MACHINE SHOP
R. S. SEARS, LT, SC, USN
Supply Officer

Figure 7-1.—Example of an inventory schedule.

The storeroom Storekeeper should inspect his spaces

and rearrange stock to make sure that

® Loose articles are repackaged in standard bulk

lots where possible.

® All stock is labeled or otherwise clearly
identified.

Cartons and other containers are stowed with
labels and identifying information facing out
where possible.

Containers with broken seals are checked to

make sure that a full count of material is present
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and the container is prominently marked to show
the actual count and the date of the count.

At least 1 week before the inventory, the supply
officer should request that an official notice be placed
in the “plan of the day,” identifying the storeroom or
stock being inventoried. This notice sets the dates and
restrictions that must be observed during the inventory
period.

INVENTORY PROCEDURES

Keeping m mind that inventories are performed to
bring stock and stock records into agreement, you can



see the importance of a complete and accurate
inventory. To reduce inventory errors you should:

e Work quietly and without haste.
® Write legibly.

® Make sure that the count is accurate.

®Make sure that the right unit of issue is used
when performing the count.

Count Documents

Documents authorized for conducting inventory
counts of stock material include NAVSUP Forms 1075
(whether or not maintained as locator records), and
machine or manually prepared listings. Stock Record
Cards Afloat, NAVSUP Forms 1114, even when
maintained in storerooms, are not to be used as
inventory count documents. Inventory count
documents should contain the following information
for each item:

® Complete stock number or part number

® description (optional)

® Unit of issue

All locations except for bulkhead to bulkhead
inventory of a specific storeroom or other
storage area.

Count Procedures

A complete and accurate item count is basic to
conducting a physical inventory. Inventory personnel
must make sure that the total quantity of each item is
determined as accurately as possible during the initial
count of a storage area. Inventory aids such as tape
measures scales, equivalency tables, and measuring
devices must be used when available. You may open
sealed containers when necessary for item identification
or quantity verification. Preservation packaging must
not be broken without approval of the supply officer.
All opened containers must be resealed after
identification and count have been determined. Each
container must be dated and initialed by the person who
verified its contents.

Regardless if all items in a specific area or only
certain items in specific locations are to be inventoried,
inventory personnel equipped with appropriate count
documents and inventory aids must proceed
systematically from location to location in
predetermined sequence. For each item subject to
inventory, inventory personnel must make sure that:

Each item is legibly identified by an appropriate
stock number or part number. Each fragile or
potentially hazardous item is conspicuously
marked or labeled to indicate caution or warning.

Each unit of each item is inspected for material
condition and any quantity found unfit for issue
or in need of represervation is recorded.

Each item is carefully counted, weighed, or
measured, and the quantity inventoried is legibly
recorded on the count document. (If the same
item is stored in multiple locations, the quantity
in each location must be recorded.)

Quantities and units of issue Recorded in count
documents are compatible (e.g., if the unit of
issue is PR and 100 bearings are counted, record
50, not 100).

A tag, label, or card annotated with the inventory
quantity and date is attached to each reel or
container from which an item is issued in a unit
of measure (foot, pound gallon, etc.). This
makes sure that future issues of such items can
be tallied to reflect the remaining quantity on
each reel or in each container.

Actual location of each item is either checked or
entered in the count document.

Consolidated storage of items with multiple
locations is achieved when possible.

If directed by the supply officer, lockers,
cabinets, or drawers used for storage of
infrequently demanded items are sealed after a
complete inventory of their contents has been
performed and verified.

Inventory personnel are responsible for keeping
themselves aware of all receipts and expenditures of
items included in the segment being inventoried. They
must also make sure that documents applicable to such
receipts and expenditures are conspicuously stamped or
annotated “BEFORE INVENTORY” or “AFTER
INVENTORY,” as appropriate.

Review of Count Documents

Promptly upon completion of the physical
inventory of a material segment or storage area and
before matching inventoried quantities with applicable
stock record balances. The inventory count documents
must be reviewed by inventory personnel to make sure
that:



o All items scheduled for inventory have been
counted or verified as nonexistent.

® Quantities counted are legibly recorded and
compatible with units of issue.

o All prerecorded locations applicable to the
inventory segment have been checked and for
each location, a quantity or zero is entered.
(Locations prerecorded in count documents
must not be deleted by inventory personnel, even
though such locations may not be accurate.)

o “Added” items are accurately identified and
legibly recorded.

e Applicable remarks are legibly entered and
explicitly stated.

e Jtems are documented in NIIN sequence.

¢ Count documents are dated and initialed.

RECONCILIATION OF COUNT
DOCUMENTS AND STOCK RECORDS

After the physical count and review of the count
documents, the next step in the inventory process is to
reconcile (compare) the count documents with the stock
records. This is done to determine if differences exist
between the physical count and the amount recorded on
stock records.

Stock Records in Agreement

Upon receipt of inventory count documents from
the inventory personnel, the stock records Storekeeper
must make sure that

® Jtems are documented in the correct sequence.

® Multiple cards or entries applicable to the same

item are grouped and totaled by NIIN.
® All manual entries are legible.
o All annotated remarks are clearly understood.

e Any obvious omissions or inconsistencies are
reconciled immediately by the responsible
inventory personnel.

When the count documents are accurate and
complete, they must be compared, item by item, with
the applicable stock records to determine if a difference
exists. If no differences exist, the matched count cards
or matched items in the inventory listing must be posted
to applicable stock records. The Julian date of the
inventory and the notation “INV” must be entered in the
“DATE DOCUMENT No.” column of the NAVSUP
Form 1114, and the inventory quantity (which should
be the same as the existing stock record balance) must
be entered in the “ON HAND” column. (See figure
7-2.) If differences exist in on-hand quantities,
locations, or other stock record data such differences
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Figure 7-2—Example of an inventory posted to a stock record.
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must be reconciled in accordance with procedures
outlined in the NAVSUP P-485.

CONTROLLED EQUIPAGE

Controlled equipage consists of shipboard items
selected or approved by fleet commanders in chief for
special inventory control. Accurate inventory
management of controlled equipage issued for use
requires the maintenance of separate custody reeds
for individual items as well as certain physical
inventory criteria prescribed in the NAVSUP P-485.

DESIGNATION OF CONTROLLED
EQUIPAGE

The Controlled Equipage Item List (CEIL) is an
item listing that the fleet commanders in chief
developed for special inventory control. For example,
items essential for the protection of life, or relatively
valuable and easily convertible to personal use. The
items selected as controlled equipage are categorized
and listed as “signature required items” and
“nonsignature required items” in the NAVSUP P-485.

The commanding officer or type commander may
designate as controlled equipage (either as “signature
required” or “nonsignature required”) additional
equipage items which he deems necessary to be so
controlled. Any of the “nonsignature required” items
listed in the NAVSUP P-485, may be designated as
“signature required when the commander deems
necessary. Items designated by the command officer
are identified in a list prepared by the supply officer and
approved by the commanding officer. The original of
the list is retained by the supply officer and a copy is
provided to each department head concerned. When
items are designated by the type commander, the supply
officer retains a copy of the type commander’s directive
and provides a copy to each department head concerned.

EQUIPAGE CUSTODY CODES

Each equipage item listed in the Allowance
Equipage Lists (AELs) and the Coordinated Shipboard
Allowance Lists (COSALSs) is assigned a code that
shows if the item is controlled or noncontrolled
equipage. If controlled equipage, the code also
indicates if a custody signature is or is not required. It
also shows the departments normally assigned custodial
responsibility. The equipage custody codes are found
in the NAVSUP P-485. When distributed by the Ships
Parts Control Center (SPCC), COSALs in which
equipage items are custody coded will be accompanied
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with partially prepared NAVSUP Forms 306 for certain
items and with ADP lists for others. The NAVSUP
Forms 306 are provided for use as custody records, after
other required data such as department card number,
additional description, and serial numbers have been
entered The ADP lists are provided only for use as
convenient “master” lists, and are not to be used as
custody records.

CONTROLLED EQUIPAGE
CUSTODY RECORD

The Controlled Equipage Custody Record,
NAVSUP Form 306, is prescribed as a custody record
and inventory control document for controlled equipage
in nonautomated ships. When items are designated as
controlled equipage by the commanding
commander, the notation “CO DESIGNATED ITEM”
or “TYCOM DESIGNATED ITEM,” as appropriate, is
entered in the top or bottom margin of the NAVSUP
Form 306.

Preparation

Unless NAVSUP Forms 306 are provided with the
COSAL, controlled equipage custody records are
prepared in an original and one copy for each item of
controlled equipage in the custody of each department
head. The original of each custody record, as well as
each duplicate for controlled equipage in the custody of
the supply department, is retained by the supply officer.
All other duplicate custody records are given to the
cognizant department head.

An example of a NAVSUP Form 306 is shown in
figure 7-3. Guidelines for preparing the NAVSUP Form
306 are found in NAVSUP P-485.

Posting

Receipts and expenditures should be entered
promptly. Each entry must show the date of the
transaction, receipt or expenditure document number,
activity received from or expended to, the quantity
received or expended and the balance. When signature
is required each new balance must be attested by the
signature of the responsible head of department. Figure
7-4 shows sample requisition, receipt, and issue
documents for centrolled equipage.

Inventory

All controlled equipage items must be
inventoried once a year during the period starting 15



QUIPAGE CLISTOD'Y RECORD (4442) naveur PORM 308 (Ren 1. 1-73)

8/notoe-000-002 CONTROLLED - E

—

ACTMVITY DEPT. (CARD NO.

4 6650-00-254-8969 | Binoculars | b | A 254.00 | "G3655 [ops |5
ALLOWANCE LIST NO. ADD'L DESCRPTION
2-240034001 Prismatic w/filter, case, strap, and 7x50 power

NO.
m;:nu; +010; 45999; 16545; 40101; 38972; 57408, 60347, : 0], 3176
DISREGNMO) | (GTV) | O/SREQNMNO) | (QTV) | O/SREONMNO) | (QTY) | O/smeEQn®i0) | @™ | custooy — —
; z : ) i woomed m\m !!no

L TRANSACTION RECORD

B . | meceveormow | QuanTTY ] 1AcvowLEoge cusTooy o e

DATE 1 ™. EXPENDED TO RECD TIEM WY ITIS WA we 111 Y OV em
4/4/717 |BF 6
&/15/77 | 72094 -0I96 | NSC OAK ekl 202
2/4/77 | 7185~ 0901 | Suavey 3|5 1 et cop
9/6/22 | 185- 0199 | NSC sk € [ HAID)ree— cpp
9/30/97 | /nv_(C.DH) 2

deactivated

86NPO168

Figure 7-3.-Example of a Controlled Equipage Record (NAVSUP Form 306.

February and ending 15 March. A controlled equipage
item inventory is also required on the following events:

o When a ship is commissioned inactivated, or

® Upon relief of the head of department for items
in the department concerned

¢ Upon change of command at the discretion of

the relieving commanding officer.




Ouaeryry P~
'3 (SEND AFOMEITION & FROWR
]| 00238 MG QAKIAND CALIF RO3659 UNA LONG BEACH OG-
LY
E oo, LT @ anvrry g
! 1 (B IERELE] sl eTmiurTon«TisTwTitTe » E3ED =
H A®A(NOE (3| 6658 B8 254969 RA s
! T SN ST i W A R
— : g s T :
(MATERIAL ORDERED ON DO P omess  e25 o )y mem i :
DO FORM 1348-1 R oo . — !
£ ]
» A tJ ——— g
H
!
37 . A A Axasuasn
[ )
AL
POST RECEWPT YOUCHER (DD
FORM 1343-1) TO NAVSUP 306
_ HEAD OF DEPARTMENT
H ARCBFFARINI MANPAS
H sTevwxz
" i) [ é ) [ /
TURT BESTERTION AOEESS 7,, B 13348874358
H 13 » "
O TSP RTATIS W 7 / 14 WIS A A R CEERS ROATURE P00 G TES [T P ey DA, MR / 08NPO27
90 PVt 130 muu/ 7
Siaom.u-w-wm Rk — ——
L, ] EEACTMITY
/ . 150 ;_..— B RS 7X50 s E L-Q
Prissatic w/filter, cese, and stre /
WERAL MO .
ﬂaa.x_lﬁma_i g0, Pyy2? VY PSEII
_| osreowen; [ am [oumeowsn; [ e [osmoweniT [ev [oenrendo) [em [omwov K —
TURN OVER MATERIAL TO THE B| —tore P L™
REQUIRING DEPARTMENT AND = AT PECRD
OBTAIN RECEWPTS SIGNATURE 3 JO—— recEnED ow gy | ACKRLEDE CUNTORY o7 T8
: hd neco i TEM 81 THE GUANTITY SPECPes
3 e L AL E Bliargore COR 3o
g Q-172-28 | PR3- 029 | nsC pesinrd o LUICC Llosay Ol yse
s
H
g
3
o o
§ N “\/JW
\.\,\zi

|
:3

\_{J-Aw

Figure 7-4.-Sample requisition receipt, and issue documents for controlled equipage.

Annual inventories must be completed by 15 March.
This is so that post-inventory actions can be
accomplished in time to be reflected in the “Equipage
Control/Redistribution Source Document.” This
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document which may be required as an addendum to the
type commander’s copy of the Budget/OPTAR Report
for March in accordance with NAVSUP P-485. When
a shipwide or departmental inventory of controlled



equipage has been taken during the 6-month period
before the start of the annual inventory, the requirement
for the current year is considered to be satisfied, When
a departmental inventory of controlled equipage is
taken incident to the relief of a department head, it is
taken jointly by the relieved and relieving department
heads. It must be completed before the detachment of
the relieved department head.

Preparation for Inventory

Before a physical inventory of controlled equipage,
all unprocessed receipt and expenditure documents
relating to controlled equipage must be completed and
posted to applicable NAVSUP Forms 306. The
originals of NAVSUP Forms 306 for items with serial
numbers are reviewed to make sure the serial numbers
on them. Original custody records without serial
numbers are marked to show that serial numbers must
be determined during the upcoming inventory.
Custodial department heads are told to make the sane
notation, if needed, in their duplicate custody records.
At least 1 month before 15 February, the supply officer
prepares an official notice advising all department
heads of procedural details to be followed in performing
their annual inventories of controlled equipage. The
notice is signed by the commanding officer or an officer
with delegated authority.

Performing the Inventory

The head of each department is responsibility for
inventorying the items for which he has custody. The
duplicate NAVSUP Forms 306 are used when
performing and recording the physical inventory of
controlled equipage. Each item must be seen and
impeded for serviceability by the person performing
the inventory. Serial number control must be
maintained on those items identified in NAVSUP
P-485. Differences between serial numbers on the
material and those on the custody records must be
investigated and reconciled. The date of the inventory,
quantity inventoried, and signature of the person
performing the inventory must be entered in the
“Inventory Reed” of the department head’s duplicate
custody records. The entries must be made by pen or
indelible pencil.

The inventory entries recorded in the duplicate
custody records are transcribed as soon as possible to
the originals maintained by the supply officer. When
the inventoried quantity of an item differs from the
verified custody record balance, recounts and/or
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investigative research are required in accordance with
NAVSUP P-485.

Upon completion of a controlled equipage
inventory, each department head must submit a letter
report to the commanding officer. A copy is also sent
to the supply officer. When controlled equipage is
inventoried because of a change of department head, the
letter report must be signed by both the releived and
relieving department heads.

Deficiencies and Excesses

To maintain effective management of controlled
equipage assets, some type commanders keep a
computerized program designed to:

Afford ready visibility of existing controlled
equipage deficiencies and excesses.

Match the reported deficiencies of one ship with
the reported excesses of another.

Facilitate the redistribution of reported excesses.

Point out deficiencies of urgently required items
for which no excesses are available for
redistribution.

Input to this program, comes from required,
deficiency/excess reports from individual ships of the
type command. The request for reporting procedures
and from are found m the NAVSUP P-485.

SELECTED ITEM MANAGEMENT

Selected item management is an inventory control
procedure for Nonautomated ships that focuses
management attention on the small percentage of items
that experience the majority of demands. Inventory
management of repair parts and consumables
designated as SIM items requires:

® (lose and continuing attention.

® Quarterly stock status review.

¢ Semiannual inventory.

Verification or update of management data in
stock records upon each receipt of a new ML-N.

Stock replenishment based on demand using
high and low limits.

Collective storage in centrally located
storerooms, except for items which, because of
their physical characteristics, cannot be properly
stored in such locations.

® Separate file of stock records.



Inventory management of non-SIM repair parts and
consumables requires:

® C(Close attention only upon receipt and issue of

material.

Inventory of the remaining balance of an item
after each issue.

Reference to the ML-N for verification of
management data only when an item is
requisitioned.

Stock replenishment on a one-for-one basis
except when otherwise prescribed by the
TYCOM or when excess stock is on hand.

Stock records filed separate from SIM stock
records.

Any item that has experienced a frequency of two
or more demands within the past 6 months, or has a
predictable demand frequency of two or more demands
based on deployed or seasonal usage is designated a
SIM item. Any item that does not meet the demand
frequency for SIM items is designated as non-SIM.
Any consumable item that meets the frequency of
demand criteria for a SIM item but is not stocked by the
supply department (usually because of space limitation)
is designated as a SIM direct turnover (DTO) item.

STOCK RECORDS

Without stock records, it would be impossible for
the supply officer to meet his responsibility of
maintaining stocks needed for the operation of the ship.
Procurement of stock must be based on the information
contained in the stock record cards. Inventory control
encompasses procurement, stocking, issuing, and
accounting for material.

A Stock Record Card Afloat (NAVSUP 1114m or
1114 (manual)) will be maintained for each:

¢ stocked maintenance assistance module

® ready service spare

® repair part or consumable

e SIM DTO item aboard nonautomated ships

Ships that have been commissioned or have
completed a Supply Operations Assistance
Program/Integrated Logistics Overhaul (SOAP/ILO)
after July 1974 will maintain:

® blue stock record cards for reactor plant items
(i.e., “Q” COSAL items);
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e red (or red bordered) stock record cards for other
special category items (e g., mandatory turn-in
repairables, special material identification code,
shelf-life, critical, hazardous, classified); and

® buff stock record cards for all other items.

Stock records in all ships will include outstanding
requisition numbers and a history of all receipt and
expenditure transactions, and management data
required for accurate inventory control. Stock records
for other than SIM DTO items will also show storage
locations and current on-hand balances.

Stock records will be retained until replaced
incident to a SOAP/ILO. Samples of stock records are
shown in figure 7-5.

NAVSUP Form 1114m is an IBM type of stock
record card in which significant management data
elements are keypunched. These keypunched cards
provide a nonautomated ship with the capability to
duplicate its stock record battery when near an activity
with automatic data processing equipment (ADPE).
The form also contains additional data blocks for
manual entries of supplementary management data
when needed. A complete set of keypunched NAVSUP
Forms 1114m is provided by the SOAP ADP facility at
FISC Oakland to each nonautomated ship upon
completion of a SOAP/ILO. A complete set of
keypunched and interpreted NAVSUP Forms 1114m
also is furnished by the Navy Ship’s Parts Control
Center (SPCC) to each nonautomated “new
construction/major conversion” ship prior to its
commissioning or recommissioning. To interpret these
cards refer to the Soap Manual, NAVSURINST
4441.21 series.

NAVSUP Form 1114 (manual) is identical to the
NAVSUP Form 1114m in design. It is a “continuous
feed” type of form that facilitates typing the top and
bottom lines of new stock record cards. They are
required to be prepared when keypunched and
interpreted NAVSUP Forms 1114m are filled, or when
new items are added to shipboard stock between

SOAP/ILOs.
FILES

Stock records may be kept in either horizontal or
vertical filing equipment. The use of horizontal files
(i.e., card file trays) for SIM items and vertical files (i.e.,
boxes or card file drawers) for non-SIM items is
recommended. Regardless of the filing equipment
used, separate files are required for SIM and non-SIM
items. The stock records in each file will be arranged
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Figure 7-5.-Sample stock record cards.

in NIIN sequence. To preclude misfiling or careless
loss of stock records, only the well-trained and
adequately supervised Storekeeper or Storekeeper
striker should be permitted access to stock record files.

DATA ELEMENTS

Data elements used in NAVSUP Forms1114m and
1114 (manual) are found m the NAVSUP P-485.

PREPARING NEW CARDS

When the original card is filled, a new card is
prepared, duplicating the stock item information,
except for usage data The beginning date, demand
quantity, and frequency of demand on the old card are
totaled and entered on the new card. Any requisitions
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still outstanding are also transferred.The old card must
be retained until the next supply overhaul and is filed
according to local practice.

POSTING RECEIPTS OF
STOCK MATERIAL

Stock record cards should be posted daily, in ink, as
you receive the receipt and issue documents from the
receiving Storekeepers and storeroom Storekeepers.
Receipts should be posted before issues, and the SIM
items posted before non-SIM.

The following data in the stock record must be
compared with those in the receipt document.
Differences must be reconciled before posting the
receipt to the stock record.



® cognizance symbol,

¢ national stock number,
® unit of issue,

® unit price,

® quantity requisitioned, and

storage location.
Data in Agreement

If the above data are the same in the receipt
document and in the stock record, entries in the stock
record (see figure 7-6) will be made as follows:

* Enter the Julian date of the receipt and the serial
number of the related requisition in the “Date&
Ser./WCC” column.

¢ Enter the receipt quantity in the “Receipts”
column.

® Increase the balance in the “On Hand column
by the quantity received.

e Line through (but do not obliterate) applicable
requisition data in the “Requisitions
Outstanding” column. An example of the line
through technique is shown in figure 7-6.

If a NAVSUP Form 1250-1 was used to requisition
an NIS DTO requirement, the retained green copy will
be removed from the MOF for immediate issue of the
item received. Refer to NAVSUP P-485 for a more
detailed explanation of this process.

Data Differences

Any differences noted when comparing a receipt
document and stock record data will be reconciled
before posting the receipt to the stock record.

When the cognizance symbol in the receipt
document differs from that in the stock record, the
cognizance symbol in the stock record will be changed
to agree with that in the receipt document. See figure
7-7 for an example of a cognizance symbol change.

When an item is received under a new or
superseding NSN, a new stock record will be prepared
to record the receipt. Refer to figure 7-8 for an example
of a stock record with a superseding NSN and figure 7-9
for an example of closing out a superseded NSN stock
record. Figure 7-9.—Example of closing out a
superseding NSN stock record.

When a Replenishment item is received under a new
or superseding NSN, the on-hand balance in the stock
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Figure 7-6.—Posting receipts to stock records.
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Figure 7-7.—Example of a cognizance symbol change to stock records.
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Figure 7-9—Example of closing our a superseded NSN stock record.

record for the superseded NSN will not be carried
forward to the new stock record for the superseding
NSN. This removes the need to remark material already
in stock. However, both stock records will be reviewed
when computing demand and/or frequency of demand,
and in determining replenishment quantities. When
replenishment is required, the superseding NSN will be
indicated in the requisition.

When a requisitioned item is not readily available
from system stock and advice code 2B was not entered
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in the requisition, stock points occasionally may furnish
a substitute item in lieu of the requested item. Refer to
figure 7-10 data block “T” of DD Form 1348-1 for an
example of a stock number of an item originally
requested.

(Distinction between a substitute NSN and a new
or superseding NSN is determined by the status code
(BH or BG respectively) indicated in the supply status
card.) When a substitute item is received and a stock
record already exists for the same NSN as that of the
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Figure 7-10.—Example of a stock number of an item originally requested on DD Form 1348-1.

substitute item, the receipt data as well as the notation
“ITEM IS SUBSTITUTE FOR NSN _,” will be
entered in the existing stock record. If a stock record
does not exist a new stock record will be prepared to
record the receipt of the substitute item as shown in
figure 7-11, an example of a posting action for a
substitute item.

The stock record for the primary item and the stock
record for the substitute item will be reviewed at the
same time when computing total demand quantity
and/or frequency demand, and in determining
replenishment requirements. When replenishment is
required, the primary item (if preferred) will be
requisitioned.

When the unit of issue in the receipt document
differs from that in the stock record, the unit of issue in
the stock record will be changed to agree with that in
the receipt document. In addition, the allowance
quantity, the HL/LL/SL quantities (if a SIM item), and
the on-hand balance in the stock record will be adjusted
for compatibility with the new unit of issue, if required.
If adjustment of the on-hand-balance is required, the
Julian date of the adjustment, the notation “U/I
CHANGE,” and the adjusted on-hand quantity will be
entered prior to posing the receipt document. For an
example, see figure 7-12. It is important that any unit
of issue changes in a stock record be considered in
computations of total demand quantity. For example, if
2 PR of an item had been issued prior to a unit of issue
change from PR to EA, the issued quantity of 2 PR will
be counted as 4 EA in total demand quantities computed
after the posted date of the change.

When the unit price in the receipt document differs
from the stock reed, the unit price in the stock record
will be changed to agree with the receipt document.
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Significant price changes will be verified with the
ML-N, and if the price indicated in the ML-N is
unrealistic, verification should be requested from the
Ship’s Parts Control Center (SPCC).

Quantity

Partial Quantity Received, Balance Due—When
the total quantity requisitioned is not received, and a
suffix code is indicated in column 44 of the receipt
document, the quantity received will be posted to the
stock record. The requisitioned quantity indicated in the
“Requisitions Outstanding” column will be lined
through, and the quantity that remains outstanding will
be entered next to the deleted original quantity. For an
example, see figure 7-13.

Partial Quantity Received, Balance Canceled—
When the total quantity requisitioned is not received,
and no suffix code is indicated in column 44 of the
receipt document the requisition will be considered to
be completed. No further action will be taken by the
supply system to furnish the remaining balance.
Therefore, the quantity received will be posted to the
stock record, and all applicable requisition data in the
“Requisitions Outstanding” column will be lined
through. For an example, see figure 7-13. If the
unfurnished balance of the requisitioned quantity is
required, a NAVSUP Form 1250-1 will be prepared to
initiate another requisition.

Receipt Overages in Excess of $100—A receipt
overage exists if the receipt quantity is more than that
requisitioned and/or invoiced. When a receipt overage
exceeds $100 per line item, or it involves controlled
material, the excess quantity will be reported as a receipt
discrepancy in accordance with the NAVSUP P-485.
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Figure 7-11.—An example of a posting action for a substitute item.
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Figure 7-12—Example of the posting of unit of issue and unit price changes to stock records.
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Figure 7-13.-Example of the posting of partial quantities to stock records.

Only the requisitioned quantity will be posted to the
stock record as a receipt. The excess quantity, with a
copy of the Report of Discrepancy (ROD) attached, will
be set aside pending disposition instructions from the
action addressee of the ROD.

Receipt Overages of $100 or Less—When a receipt
overage does not exceed $100 or involve controlled
material, the total quantity received will be stored and
posted to the stock record. However, if retention of the
excess quantity is not desired and the ship is in the
vicinity of the issuing activity, the excess material will
be returned in accordance the NAVSUP P-485. Only
the retained quantity will be posted to stock records as
a receipt. If retention of a receipt overage is not desired
when the ship is not in the vicinity of the issuing activity,
the total quantity received will be posted to the stock
record. Then the excess quantity will be transferred to
an ashore supply activity in accordance with the
NAVSUP P-485.

Receipt Shortages in Excess of $100—A receipt
shortage exists if the receipt quantity is less than that
invoiced. When a receipt shortage exceeds $100 per
line item, or it involves controlled material, the actual
receipt quantity will be posted to the stock record in
accordance with the above subparagraph on “partial
Quantity Received, Balance Due.” The deficient
quantity will be reported as a receipt discrepancy in
accordance with the NAVSUP P-485. A copy of the
Report of Discrepancy (ROD) and the applicable
receipt document then will be held in the material
outstanding file until replacement material or a credit
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invoice is received. If the reply to the ROD is negative,
refer to “receipt shortage of $100 or less.”

Receipt Shortage of $100 or less—When a receipt
shortage which does not exceed $100 or involve
controlled material cannot be reconciled with the
issuing activity, only the quantity actually received will
be posted to the stock record. In addition, a NAVSUP
Form 1250-1 will be prepared to report the receipt
shortage as consumption under ACCESS. (This
document will not be posted to the stock record.) Data
blocks of the NAVSUP Form 1250-1 will be completed
in the same manner as those for a loss by inventory
except as follows:

e Data block 29 (Remarks). Enter the notation
“MAT’L RECEIPT SHORTAGE,” and the
applicable receipt document number.

® Data block S (Posted). Do not check the “S/R
(Issue)” square. For an example, see figure 7-14.

After completion of data entries and approval of the
supply officer, the NAVSUP Form 1250-1 will be
distributed as appropriate. Overages or shortages of
Navy-owned material received from Supply Activities
(FISC’S, etc..) or received during UNREP are to be
resolved directly with the Supply Activities or UNREP
ship immediately. No ROD is required. Overages or
shortages of non-Navy-owned material received from
DOD or GSA will be reported in accordance with
NAVSUP P-485.
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Figure 7-14—Example of a report of receipt shortage as consumption.

Storage Location

New Location. When the recxeipted copy of the
receipt document received from the storeroom
Storekeeper indicates that material was stored in a
location different from that indicated in the stock
record, the location shown in the stock record will be
lined through and the new location will be entered. For
an example, see figure 7-15,

Additional Locations. When the receipted copy of
the receipt document received from the storeroom
Storekeeper indicates that an item is stored in multiple

h;

WSPECTED BY AND DATE
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locations, the additional location(s) will be entered in
the stock record.

Disposition of Posted Receipt Documents

After a receipt has been posted to the stock record,
the OPTAR records Storekeeper will enter the material
receipt date in the Requisition/OPTAR Log in
accordance with NAVSO P-3013. The receipt
document then will be forwarded to the requisitioning
Storekeeper for attachment to the hardback copy of the
related requisition from the material outstanding file.

1R Reabhann, $ K¢S |
o, 1L.s\'l'-

. 7/:: 76

WARENOUSE LOCATION

NBW s0C D1141

Figure 7-15—Example of posting location changes to stock records.
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Both documents then will be placed in the material
completed file.

Posting Receipts (and Issues) of
SIM DTO Material

When SIM DTO material is received and turned
over to custodial departments, the receipt documents
and related issue requests will be posted simultaneously
to the stock record cards maintained for SIM DTO
material. The procedure for posting receipt documents
and updating management data in stock record cards for
SIM DTO items is much the same as that for stock
records applicable to stock material. As prescribed
previously in the paragraph on “Posting Receipts of
Stock Material.” The following are exceptions to that
procedure:

* As the total quantity of SIM DTO material is
issued immediately upon receipt, and since
receipts and issues are posted to the stock record
simultaneously, the on-hand balance in stock
records for SIM DTO items always will be zero.

When a SIM DTO item is received under a
superseding NSN, a separate stock record card
need not be prepared, as the superseded NSN in
the existing stock record card may be lined
through and the superseding number entered
above it.

As an Allowance Parts List (APL) number,
storage location, allowance quantity, and AT
code are not required entries in a stock record for
SIM DTO material. Such data will not be
entered in a new stock record prepared for SIM
DTO material received under a substitute NSN.
However, the entry of “GUCL” or “GEN USE
is required in the APL data block.

NAVSUP Forms 1250-1 prepared to report
receipt shortages as consumption under
ACCESS will be distributed in accordance with
the NAVSUP P-485. Since the submarine forces
do not submit ACCESS consumption
documents for consumables, preparation of
NAVSUP Forms 1250-1 for reporting receipt
shortages of SIM DTO items is not required. In
either case, if the deficient quantity is to be
reordered, the responsible department must
submit another NAVSUP Form 1250-1 to
initiate the requisition.

After stock records for SIM DTO items have been
posted, the receipt and issue documents will be
processed as prescribed in the NAVSUP P-485.
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INVENTORY CONTROL PROCEDURE
OBJECTIVES

The basic objectives of inventory control
procedures used afloat are to:

e focus attention on the relatively few items that
will satisfy the majority of onboard demands for

material;

provide for the accumulation of accurate
consumption data required for ACCESS and the
3-M program and for maintaining adequate
supply levels;

establish a historical demand file for
accumulating usage data for not carried (NC)
material;

prescribe that each request for an NC repair part
be used to make sure that the parent equipment
is supported in the Coordinated Shipboard
Allowance List (COSAL);

reduce physical inventory requirements and to
prescribe standard physical inventory
procedures;

provide for effective management of controlled
equipage, presentation silver, and mandatory
turn-in repairable;

reduce the number of stock record management
data changes required to be made by
nonautomated ships;

prescribe the NAVSUP Form 1250-1 (Single
Line Item Consumption Document (manual)) as
the issue request document in nonautomated
ships;

prescribe the NAVSUP Form 1250-1 (Single
Line Item Consumption/Requisition Document
(manual)) as the issue request document in
nonautomated ships and as the normal
requisitioning document of the nonautomated
ships of the submarine forces; and

prescribe the DD Form 1348 (Single Line Item
Requisition System Document (manual)) as the
issue request document in automated ships other
than those in the submarine forces.

Meeting these inventory control objectives are of
major concern to all store keeping personnel. The SK3
and SK2 should be aware of the above objectives and
understand their importance. The results of the
division’s SMA will depend on how well these
objectives are met.



CHAPTER 8

MATERIAL EXPENDITURES

The effectiveness of a supply department is
measured primarily by its response to the requirements
of other departments. Within the supply department
your effectiveness will be measured by your overall
performance. Personnel from other departments,
however, will see only your response to their needs.
This response begins with material identification and
ends with material expenditure. This chapter discusses
the types of expenditures and explains your
responsibilities in the supply function.

TYPES OF EXPENDITURES

In this chapter we are concerned with the material
held in supply department storerooms and its
expenditure. Expenditure is any act which results in a
decrease in Navy assets (material or funds). There are
three ways of expending material: (1) issue,(2) transfer,
and (3) survey. (Refer to the glossary for the definition
for these terms.) Of these three, issues are of primary
importance to the ship.

When a survey is approved, it becomes an
expenditure document and will be assigned a serial
number m the expenditure document series.

EXPENDITURE DOCUMENT
NUMBERING SYSTEM

Expenditure documents will be numbered in
accordance with the Military Standard Requisitioning
and Issue Procedures (MILSTRIP) numbering system.
The document number consists of the service designator
code, the ship’s unit identification code (UIC), the
four-digit Julian date, and a four-digit serial number.
For example: If the volume of expenditure documents
or the location and size of physical facilities warrants,
the serial numbers may be divided into separate blocks
of numbers for assignment to categories, such as
ordnance, food, ship’s stem, and clothing items, and
other expenditures. Expenditure document numbers
will not duplicate document numbers assigned to
requisitions unless the requisitions are for replacement
mandatory turn-in repairable (MTR) items. Through
the fiscal year, all serial numbers, except for MTR
items, run consecutively within each block for each type
of expenditure.

EXPENDITURE RECORD LOG

The expenditure record log is used to control
expenditure document number assignments and to
provide a record of all expenditures. The expenditure
record log is divided into two segments described as
follows:

Expenditures, Except for MTR Items—This
section of the expenditure record log will be maintained
for recording all transfers and surveys. If the ship
assigns blocks of serial numbers this segment will be
subdivided to include a separate section for each
material category. The serial numbers in each section
will run consecutively throughout the fiscal year. An
example of an Expenditure Record Log for other than
MTR items is shown in figure 8-1.

MTR items—This section will be maintained for
recoding all shipments of unserviceable MTR items.
Document numbers in this section will duplicate
document numbers assigned to replacement
requisitions. An example of the shipment of
unserviceable MTR items Expenditure Record Log is
shown in figure 8-2.

EXPENDITURE INVOICE FILES

The expenditure invoice file will contain the
original of each expenditure invoice prepared by the
ship, or a copy if the original is required elsewhere.
Internal issue documents, NAVSUP Forms 1250-1, will
not be included in the expenditure file. Expenditure
invoices will be filed by expenditure document number.
However, expenditure invoices for MTR items will be
placed on the opposite side from other expenditure
invoices. The expenditure invoice file will be retained
for 1 year after completion of transfer or survey action.

ISSUES

Heads of departments have authority to request
material for the operation of their respective
departments, Normally, department heads authorize
someone in the department to submit issue requests and
receive material. This may be done by submitting a list
to the supply officer, naming the individuals authorized.
The department head may use a credit card system that
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Figure 8-1.—Example of an Expenditure Record Log for other than MTR items.
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Figure 8-2.—Example of the Shipment of Unserviceable MTR items Expenditure Record Log.

authorizes the bearer to request and receive material.
Either method serves not only as an authorization for
you to accept the request but also as a control over
requests submitted by departments.

Control of issues is necessary to make sure that the
ship stays within the OPTAR granted by the TYCOM
and that only essential material is requested. The
commanding officer normally provides for an equitable
distribution of the OPTAR to the various departments
by means of a departmental budget. Each head of
department is required to operate within this budget.
The budget may be exceeded only with the approval of
the commanding officer.

SUPPLY SUPPORT CENTER (SSC)

An SSC is an organization component that serves
as a single point of contact between supply and
maintenance personnel. Although an SSC is not
required on ships that do not have a Supply Corps
officer assigned, its establishment is strongly
recommended when enough space is available.
Generally, the SSC receives and processes material
requests, determines or verifies material identification,
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and advises maintenance personnel of requisition status
on their unfilled issue requests. Although such
functions are performed in ships without an SSC, they
can be accomplished more effectively when
consolidated under an SSC in a location conveniently
accessible to maintenance personnel.

ISSUE REQUEST DOCUMENTS USED

All issues of stock material and all direct turnover
(DTO) material procured by the supply department, as
well as all chargeable services, will be recorded on a
NAVSUP Form or 1250-1. When you prepare the
NAVSUP Form 1250-1, follow the procedures in the
NAVSUP P-485.

DISTRIBUTION

Distribution of the NAVSUP Form 1250-1 is
determined by the type of transaction or circumstance
to which it applies. For example, the use of
procurement action tickler file requires an alteration in
distribution. In the case of NAVSUP Form 1250-1,
distribution depends on whether or not it is used as a



requisition. The different purposes for which NAVSUP
Form 1250-1 is used, and the distribution in each
situation, are prescribed in the NAVSUP P-485.

ISSUE

Assuming that the action needed for issue as
specified in the NAVSUP P-485 have been performed
and recorded accurately, the issue is simple. The
storeroom Storekeeper goes to the location shown on
the request, removes the material, turns it over to the
department representative in exchange for the
representative’s signature on the original of the
NAVSUP Form 1250-1.

ISSUE OF PRE-EXPENDED BIN (PEB)
MATERIAL

Replenishment of PEB material in organizational
maintenance level ships is the responsibility of the
department head controlling the space in which the PEB
is located. In intermediate maintenance level ships,
replenishment of PEB material is the responsibility of
the supply support center. The supply officer must make
sure that adequate backup stocks of PEB material are
maintained. Replenishment of PEB material will be
retie by use of NAVSUP Form 1250-1 prepared as
specified in the NAVSUP P-485.

POSTING ISSUES TO STOCK RECORDS

Issue transactions will be posted, in ink, to stock
records daily. Issues of selected item management
(SIM) items will be posted first. Issues will not be
posted to the stock records before the actual issue of
material.

The material issue date and the department number
or the work center code if a department number is not
assigned (data block 7 and data block 2 or 14 of the issue
request) will be posted to the “Date & Ser./WCC
column of the stock record. The quantity (data block
25 of the issue request) will be posted to the “Issue”
column and the quantity in the “On hand column will
be reduced to reflect the new stock record balance. (For
an example see figure 8-3.)

NON-SIM INVENTORY VALIDATION OR
(AT ISSUE) DURING AN ISSUE

If the item issued is a non-SIM item, the inventory
figure in data block 11 of the NAVSUP Form 1250-1
will be compared with the on-hand balance indicated in
the stock record after the issue has been posted. If the
item was issued from more than one location, the
inventory figures in data block 29 will be compared
with the quantity figures in the “Location” field of the
stock record. After such figures have been reduced by
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Figure 8-3—Example of the posting of an issue to the stock record card.
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the issued quantities. If the quantities differ, refer to the
NAVSUP P-485 for the action to be taken.

COMPLETION AND DISTRIBUTION OF
NAVSUP FORM 1250-1 FOR ISSUES AND
INVENTORY LOSSES OF STOCK
MATERIAL

After posting an issue or inventory loss to the stock
record, the stock records Storekeeper will complete the
data entries on the NAVSUP Form 1250-1 as required
by the NAVSUP P-485.

After an issue or an inventory loss has been posted
to the stock record, and data entries have been
completed, the NAVSUP Form 1250-1 will be
distributed as required by the NAVSUP P-485.

PREPARATION OF NAVSUP FORM 1250-1
FOR NOT IN STOCK OR NOT CARRIED
(NIS/PARTIAL/NC) MATERIAL

When the total quantity of a requested item is not
available and a partial quantity is issued, the storeroom
Storekeeper will line through the quantity requested on
the NAVSUP Form 1250-1 and enter the quantity
actually issued (see figure 8-4). The remaining data
entries in the issue request then will be completed in the
same manner as that for a routine issue from stock If
the unfilled balance of the requested quantity will
continue to be required, the storeroom Storekeeper will
prepare a new NAVSUP Form 1250-1 for the deficient
quantity, duplicating all information from the basic
document except the quantity. The yellow copy of the
new document will be detached and given to the
requester. The remaining data entries in the new
document then will be completed by the stock records
Storekeeper (see figure 8-5).

Total Quantity NIS

If a requested item is NIS and no acceptable
substitute is available, and if the quantity requested is
still required, the stock records Storekeeper will verify
the requester’s data, and then complete the remaining
data entries for requisitioning.

Not Carried (NC) Material
(Including SIM DTO)

If a quested item is not carried in stock and an
acceptable substitute is not available, and if the
requested item will continue to be required, the stock
records Storekeeper will verify the requester’s data, and
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then will complete the remaining data entries for
requisitioning. The ML-N, COSAL, MCRL, or other
pertinent publication listed the NAVSUP P-485 will be
used to determine or verify data entries in a NAVSUP
Form 1250-1 for NC material. See figures 8-5, 8-6, and
8-7 for examples of these entries.

Management Data Entries

After verifying the data furnished by the requester
and before initiating a requisition for NIS/NC material
(including SIM DTO items), the stock records
Storekeeper will complete the required issue data
blocks entries in the NAVSUP Form 1250-1. For
complete management data entry information, refer to
the NAVSUP P-485.

USAGE DATA

Since usage data plays a large part in determining
future allowances of material, it is important that
usage be recorded. Usage data on all material for which
a NAVSUP Form 1114 is maintained must be rounded
on the stock record card If a NAVSUP Form 1250-1 is
used as the consumption document, an additional
document (NAVSUP Form 1114 or suitable document)
is filed in the historical demand file (HDF). Hardback
copies of NAVSUP Form 1250-1 and NAVSUP Form
1114 are filed in the following sequence: NIIN, NICN,
part number, and other item identification. Copies of
SERVMART Shopping List are maintained
chronologically, by Julian date of the applicable money
value only (MVO) requisition number.

In regard to the historical demand file, it will not be
required if the type commander provides a monthly
ADP list of NC items qualified for stock (based on
ACCESS consumption documents that the ship
submitted in the past 12-month period). When such a
list is provided, the hardback copies of NAVSUP Form
1250-1 for NC items may be discarded after
procurement documents have been prepared, and the
list will be used as the historical demand record until
replaced by the next monthly list. Superseded lists need
not be retained inasmuch as Supply Operations
Assistance Program/Integrated Logistics Overhaul
requirements for demand data applicable to NC items
can be readily provided by the type commander’s ADP
facility.

Reporting Usage of Nonissued Material

When material used for a maintenance action or
other purpose was obtained from other than
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Figure 8-4—Example of the posting of partial Issues to stock record from NAVSUP Form 1250-1.

supply sources (e.g., salvage, cannibalization, local reported as changeable material.) The NAVSUP Form
manufacture), a NAVSUP Form 1250-1 is needed. The 1250-1 will be prepared to include data entries
form is prepared by the work center representative to normally required of maintenance personnel in issue
document and report the usage. It will be submitted to requests.

the supply office for input. (Nonissued items that are If the item is identified by an NSN and stock record
usually requisitioned as chargeable material will be exists, the Julian date, department number (or work
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Figure 8-6.—Example of stock records Storekeeper entries for NC items.

center code), and quantity indicated in the NAVSUP
Form 1250-1 will be posted to the stock record to record
the demand. Since the item was not issued from supply
department stock, the existing stockyard balance will
not be reduced. Whether or not an applicable stock
record is maintained, the stock records Storekeeper,
prior to distribution of the NAVSUP Form 1250-1, will
complete the data blocks as shown in figure 8-8.

TRANSFERS

As prescribed in OPNAVINST 3120.32 (Standard
Organization and Regulations of the U.S. Navy),
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material transfer is one of the general duties of the
supply officer. Unless otherwise directed by the
commanding officer, the supply officer is responsible
for approving transfers of all types of material (except
medical/dental supplies in end-use ships, and fuel).
Although such responsibility need not be delegated by
letter, it should be specified in the Ship’'s Organization
and Regulations Manual (SORM). Before transfer of
material (other than unserviceable or excess items) to
another activity, the supply officer makes sure that it is
not currently needed by the department(s) that normally
use it. In the absence of the supply officer, material
transfers may be approved by the duty supply officer or
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Figure 8-7.—Example of simultaneous receipt and issue of SIM DTO material.
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the command duty officer, as prescribed in the SORM.
Before proceeding with any unfamiliar transfer action,
(e.g., Maintenance Assistance Modules (MAIMs)) the
NAVSUP P-485 should be consulted.

TRANSFERS TO OTHER AFLOAT UNITS

Transfers to other afloat units are made in response
to a request when the material is available and can be
spared. Requests are normally received on a DD Form
1348, but may be received by letter, message, or other
means. The DD Form 1348 is prepared in the same
manner a requisition to a supply activity except that the
document identifier is left blank

Availability of material is determined by the supply
officer after considering the quantity on hand and the
anticipated usage until replenishment can be obtained.
The supply officer may also request the advice of the
using department before transferring repair parts. If
material is not available, the request is rejected.

Additional entries requested by the NAVSUP P-485
should be made by the transferring ship. An example
of an intership transfer document is shown in figure 8-9.

When the request is received by other means, it
must contain the NSN, unit of issue, quantity, document
number, fund code, and project code. A DD Form

1348-1 is then prepared by the transferring ship. An
example is shown in figure 8-10. Refer to the NAVSUP
P-485 for detailed preparation and disposition

instructions.
Posting Transfers to Stock Records

Transfers of material are posted to stock record
cards in the same manner as issues, except that the
quantity transferred is circled. This is done because
transfers are not considered as usage or demand since
the material was not used on your ship.

Receipts from other ships are posted and issued
exactly the same as receipts from a supply activity.

Summarizing Transfers

Each month the value of transfers to other ships and
afloat units is summarized to the supporting DFAS
using the Summary of Material Receipts/Expenditures,
NAVCOMPT Form 176. This action effects the
necessary appropriation, allotment, and cost accounting
Refer to the NAVSUP P-485 for
preparation and submission procedures.

adjustment.
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Figure 8-9—Example of DD form 1348 used as an intership transfer document.
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Transfers of Fuel

Transfer of fuel by ships other than tankers is
documented in unpriced memorandum DD Forms 1149
or 1348-1. They are not summarized. A copy of each
transfer document must accompany the transferring
ship’s Monthly Summary of Fuel Inventory and
Steaming Hours Report (commonly called the “monthly
fuel report”).

NAVSUP P-485 provides specific instructions
covering the transfer of fuel from ship to ashore
activities and transfer of aviation fuels. Transfers or
losses of bulk propulsion fuel from tankers are
expended in accordance with fleet or type commander
and Military Sealift Command instructions.

MATERIAL TURNED INTO
STORE ASHORE

Material is normally turned in became it is in
excess, unserviceable mandatory turn-in repairable,
represervation required salvage, or disposal. Each
transfer must be approved by the supply officer. Credit
for excess material turned in will be granted to the
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appropriate TYCOM operating budget in accordance
with the credit policy of the inventory manager. An
example of a DD Forn 1348-1 used for turn-into store
ashore is shown in figure 8-11. The distribution
instructions for the DD Form 1348-1 used for turn-in to
store ashore are found m the NAVSUP P-485.

Identification of Turn-In Material

Material turned in to store ashore must be
identified, tagged, and marked accurately. This allows
the receiving activity to process and grant credit, when
applicable. Ships must follow the procedures outlined
in NAVSUP P-485 when identifying material for bun-in
to stem ashore.

Accounting for Turn-Ins

Accounting for material turned in to store ashore
from nonstock funded ships is performed by ashore
activities. Summaries are not required. Transfers
should not recorded in the ship’s OPTAR Log.
Although turn-ins of material to store ashore have no
impact on the transferring ship’s OPTAR, large dollar
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value transfers may be used as a basis for requesting an
OPTAR augmentation from the type commander.

MTR ITEMS

The term “mandatory turn-in repairable items”
describes all material listed the Master Repairable Item
List (MRIL) and fleet ballistic missile master repair list
(FBMMRL) which are coded for return to the supply
system when unserviceable and not locally repairable.

MTR items are listed m the MRIL and FBMMRL.
They are provided to assist in the identification of
Navy-managed mandatory turn-in repairable items. It
should be remembered that the MRIL aud FBMMRL
serve to indicate the items that require turn-in when
unserviceable. The activity to which they should be
transferred to be repaired is also specified. An MTR
suspense file must be established to maintain and
control the return of repairable material from other
shipboard departments, and to assist in the preparation
of turn-in documents. Procedures to be followed when
turning-in MTR items are found in NAVSUP P-485.
Figure 8-12 shows an example of a DD Form 1348-1
prepared for turn-in of MTR items to store ashore.

SURVEYS

A survey is the procedure that must be followed
when Navy property is lost, damaged, or destroyed. A
survey must be initiated for all Navy property except
incoming shipments. In which case, a Report of
Discrepancy (ROD) (Standard Form 364) must be
submitted (consult the NAVSUP P-485). The
completed survey form is used to determine
responsibility for lost, damaged, or destroyed property
and to fix the actual cost to the government. (See figures
8-13 and 8-14). To make a true determination, the facts
surrounding the loss or damage must be thoroughly
researched in a timely manner. The research should not
be limited to verifying statements of interested parties.
It should be broad enough to make sure that the interests
of the government as well as the rights of the
individual(s) or Navy activities concerned are fully
protected. Review of the survey information facts is
required in order to prove or repute the statements of
interested persons and to place the responsibility for the
lost or damaged properly where it belongs.
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FINANCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS

10 USC 136: 10 USC 2775; DoD Instruction
720010; EO 9307.

T alfiniaths comos
100

fiicially repont the facts and circumstances
supporting the assessment of financial charges
for the loss, damage, or destruction of DoD -
controlied property. The purpose of soliciting
the SSN is for positive identification.

PRIVACY ACT STATEMENT

(*) MLSR REPORT 1998/01

fonns s b e o ruas Ase B,

PO U S P ey

vvrunwy. however, fefusor o BXRAIN e

circumatances under which the property was lost,
d with

d mey be

damaged, or &

24

heid financially liable.

other factors in determining if an individual will be

3. DATE LOSS DISCOVERED (YYMMDD) |

080424

7. UNIT COST

$208.00

8. TOTAL COST |
$804.00

as necesswy) All

11. INDMDUAL COMPLETING BL

rooms by anchor pad or bolt

__Jmeeo
Te]aviaionsetadlmveredmlsslngﬁ-ombmmksl%roomslsa 143, and 188 as a result

of a physical inventory oonducted to update minor plant property records. Televisions
were not secured LAW OPNAVINST 86830.14B, para. 0321, to prevent theft.

___JDESTROYED

10. ACTIONS TAKEN TO CORRECT CIRCUMSTANCES REPORTED IN BLOCK 9 AND PREVENT FUTURE OCCURRENCES (Attach additionsl Dages
now required to have their rooms

physically inventoried prior to checkout. All televisions to be permanently secured within
(*) NCIS NAVAL AIR STATION NOTIFIED 980424, ASSUMED CASE.

out of

10

a ORGANIZATIONAL ADORESS

NAVAL AIR STATION

{Unk Designstion,
Qmice Symboi, Base, State/Country, Zip Code)

EPATNTIZEY 7T AXIY /A4 SO
NUNLLO IDLANU, LA U6V

Sample, Eye, M. S8K1 478-7234
d ?GNATURE . DATE SIGNED
10 N 080428

Xom] - . E—
o NEGLIGENCE OR ABUSE | b. COMMENTS /RECOMMENDATIONS
EVIDENT / SUSPECTED
(X one) Televisions discovered missing upon making morning rounds.
XX[(Ys | [@ N
¢. ORGANIZATIONAL ADORESS (Unk Deeignation, d TYPED NAME (Last, Frst, Middle inftie) & AUTOVON / DSN NUMBER
OMcs Symool, Baes, State/Courtry, Zip Code) mm John, J mn 476-3731
NAVAL AIR STATION § DATE SIGNED
NORTH ISLAND, CA 93010 /C'j.,«/l /JYM (9. 9B0BOR
13 APPOINTING AUTHORITY
& RECOMMENDATION ©. COMMENTS / RATIONALE ¢ FINANCIAL LIABILITY
{X one) OFFICER APPOINTED
(XX ] () Avprowe O ane)
[ 12 Dsagorowe XX mv=1 lom
d ORGANZATIONAL ADDRESS (Unk Designation, °. TYPED NAME (Lq, n:sc. mdo intial) 1. AUTOVON/DSN NUMBER
OMice Symbol, Base, State/Countrty, Zip Code) L. 476-4488
NAVAL AIR STATION ¢ "“"‘“"“ R DATE SIGNED
NORTH ISLAND, CA 92010 l 860804
14, APPROVING AUTHORITY
a ACTION b. COMMENTS /RATIONALE ¢ LEGAL REVIEW
(X one) Submit ocopies to: COMPLETED IF REQUIRED
XX | (1) Approve (*) CNO (NOON1) X ane)
T G D NAVSURFWARCENDIV CRANE (3048 XX| W= | [
4 ORGANIZATIONAL ADDRESS (UnK Deeignacion, o TYPED NAME (Last, First, Middie invtier) 1. AUTOVON/DSN NUMBER
Omos Eymbol, Bess, State/Courty, Zip Code) Doe, John, J. CDR 476-0001
NAVAL AIR STATION [} h DATE SIGNED
NORTH ISLAND, CA 93010 2980804
‘e, Qéég_, Q. 86NPO179
DO Form 200, FEB 91 Proviovs .auoﬁ] e m/r Attachment (1)

to BEnclosure (4)

Figure 8-13.—Example of a completed Report of Survey, DD Form 200 (front).
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15. FINANCIAL LIABILITY OFFICER

8. FINDINGS AND RECOMMENDATIONS

or bolts.

Attach adcfUONal pages &5 Necessary)

- R fA_aid. S22 8 &

1. Bl 18mith falled to properly secure telsvision ssts
during the evening resulting in their theft. Failure
to properly execute assigned responsibilities resulted
in loes to government.

PPN P P Pt |

2. Remove from property record.

3. All personnel must now have their rooms physically
inventoried before checkout. All telsvisions have been
permanently secured within rooms by anchor pad

b. DOLLAR AMOUNT OF LOSS

¢. MONTHLY BASIC PAY

d. RECOMMENDED FINANCIAL LIABILITY

$894.00 $1,823.00 $894.00
8. ORGANIZATIONAL ADDRESS (Lt Deaignation, f. TYPED NAME (Last, First, Middie Initial) g AUTOVON/DSN NUMBER
OMce Symbol, Base. State/Countr, Zp Code) Jones, John J. LT 4767387

NAVAL AIR STATION
NORTH ISLAND, CA

h DATE REPORT SUBMITTED TO APPOINTING
AUTHORITY (YYMMDO)

L DATE APPOINTED
(YYMMDD) 980424

ANaAL

k. DATE 8IGNED
980801

18. INDMIDUAL CHARGED

| SIONA
27"“" @‘L‘- ~.
—G v

a. | HAVE EXAMINED THE FINDINGS AND RECOMMENDATIONS OF THE FINANCIAL LIABILITY OFFICER AND (X one)

[ (1) submit the of

) TXX (2) Do not Intend to make such a statement..

b. | HAVE BEEN INFORMED OF MY RIGHT TO LEGAL ADVICE. MY SIGNATURE IS NOT AN ADMISSION OF LIABILITY.

C. ORGANZATIONAL ADORESS (Unft Dewignation,
Base, Stete/Country, Zi Code}

d. TYPED NAME (Last, First, Middie initial)

o SOCIAL SECURITY
Offfcs Symbol, NUMBER
NAVAL AIR STATION Smith, John J. BM1 123-48-68789
NORTH ISLAND, CA 92010 3 SIGNATURI N DATE SIGNED
f. AUTOVON /DSN NUMBER ﬂ’“ V( M—%
476-37T31 "7 * 2880803

17. ACCOUNTABLE OFFICER

. DOCUMENT NUMBER(S) USED TO ADJUST PROPERTY RECORD

bORGANlZATIONALADDRESS (Unit Dosignation,
Office Symboi, Base, State/Country, Zip Code)

c TYPED NAME (Laxt, Initial)

d. AUTOVON /DSN NUMBER

NAVAL AIR STATION
NORTH ISLAND, CA 02010

AVNWIELA AL ALrEiaal L =2

&’?Bgd?n. Jgifies P.] CDR ' ;zrx;r

e g.. 3

@ (‘ “"A-“%GP 880804
N TS

DD Form 200 (Back), FEB 91
Affjnhmnnf 1Y)

AAGVRASLIAAATAAY \ Ay

to Enclosure (4)

86NPO180

Figure 8-14.—Example of a completed Report of Survey, DD Form 200 (back).
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INITIAL REQUESTS

The DD Form 200 will be initiated by either the
accountable or responsible person.

When circumstances warrant, such as when there is
an indication of criminal action or gross negligence, the
commanding officer or the CO’s designee may appoint
a surveying officer or survey board. Refer to the
NAVSUP P-485 for Survey Board procedures.

Exceptions

Research action is not required when it is the
opinion of the commanding officer or a designated
representative that negligence is not indicated in the
loss, damage, or destruction of government property.
Also if for reasons known to the commanding officer,
negligence, or responsibility cannot be determined and
research under those conditions would constitute an
unnecessary administrative burden. Research action is
not usually required when an individual accepts
responsibility for loss, damage, or destruction of
government property. At the discretion of the
commanding officer or a designated representative,
investigative reports required by other appropriate
DOD component regulations may be used in lieu of
research procedures prescribed in the NAVSUP P-485
under the following circumstances:

1. There is no death nor personal injury involved.
2. The total property damage does not exceed $200.

3. There is no possible claim against the
government.

EXPENDITURE OF MATERIAL
WITHOUT SURVEY

Material will be expended without survey on a
Requisition and Invoice/Shipping Document (DD Form
1149) or DOD Single Line Item Release/Receipt
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Document (DD Form 1348-1) which will be annotated
“Loss by survey” and will indicate the circumstances of
the loss or damages, or the disposition authority, as
applicable, under the following circumstances:

1. Items determined to be scrap by an inventory

manager.

Losses of liquid oxygen because of evaporation
(boil-off).

Material cannibalized or otherwise unaccounted
for in the overhaul and repair department.

Residue of material cannibalized in the overhaul
and repair department considered to have scrap
value only.

Samples of petroleum products sent to a
laboratory for examination and test, but not
returned to stole.

Medical material determined to be defective or
out of date by the Field Branch, Bureau of
Medicine and Surgery, and destruction of the
material has been directed.

Discrepancies in material quantities transferred
to disposal, provided that the value of loss or
shortage is less than $50 per line item and does
not involve sensitive items.

Material is lost in transit due to enemy action.
Action by the Appointing Authority

The appointing authority is usually the
commanding officer, designee, or officer in the chain of
command with jurisdiction over the individual having
custodial responsibility for the property involved.

For detailed instructions concerning the
preparation and submission of the Report of Survey,
refer to the NAVSUP P-485.



CHAPTER 9

ACCOUNTING CLASSIFICATIONS

Each year the Navy must have billions of dollars to
carry out its mission. This money comes from the
taxpayers of the United States as determined by the
Congress.

The Navy must keep accounts to show the receipt
and expenditure of public funds. Also for the amount
of government money, materials, and property on hand,
and the cost of all operations. These accounts are
broken down by projects, programs, and other
functional/subfunctional categories (i.e., budget
classification, expense element, cost account codes, and
object classes). All these function as part of financial
management, which is necessary to make sure that
government property and money are economically used
in the public interest. Cost data assembled by the above
methods are used for budget planning and justification.

This chapter explains how the Navy gets its money,
and the procedures used to account for it.

As a Storekeeper, you need to know the types of
accounting and their uses in the Navy. They are:

APPROPRIATION ACCOUNTING—tells how
much money has been spent, how much is obligated,
and how much is available under each appropriation or
subdivision (e.g., operating budget). Thus, the Navy
controls expenditures to keep them within the monetary
limits established by the appropriation act.

COST ACCOUNTING-through which the Navy
can accumulate all costs according to activity or unit,
purpose, and type of expenditure.

INVENTORY (STORES) ACCOUNTING—
which is used to maintain records of material and
supplies on hand. These records provide the
information necessary to prepare returns or reports.

PLANT PROPERTY ACCOUNTING—which is
used to maintain records of all Navy-owned or
Navy-controlled real property and equipment of a
capital nature ashore.

PAYROLL ACCOUNTING—which is used to
maintain records of payments to civilian and military
personnel of the Navy.

For accounting purposes, Navy activities are
designated either shore activities or operating forces.

As a general rule, shore activities perform all of the
accounting functions listed above. In the interest of
economy, large shore activities frequently perform
some of these functions for the smaller activities.

If accounting is to be performed accurately, the
correct accounting classifications must be assigned by the
Originator of any document This could be your job.

The Navy expends money from one of two major
classifications, appropriations or funds. This chapter
explains the purpose and use of the two classifications
so that you have some understanding of what
appropriations and funds are, and the difference
between them.

The accounting performed to control expenditures
is covered in another chapter.

APPROPRIATIONS

An appropriation is an authorization by an Act of
Congress to incur obligations for a specified time and
purpose and to make payments out of the Treasury. It
is in this form that the Navy receives money to pay for
ships and the cost of their operation and maintenance.
It also covers the cost of training, the pay for those who
operate them, and the money to operate the shore
establishment that supports the fleet.

ACCOUNTING PERIOD

The accounting period of the Navy is the fiscal
year. Fiscal year differs from the calendar year in that
it begins on 1 October and ends on the following 30
September. The fiscal year is designated by the
calendar year in which it ends. Thus, Fiscal Year 1996
began on 1 October 1995 and ended on 30 September
1996.

TYPES OF APPROPRIATIONS

Three types of appropriations maybe used in the
Navy, depending upon the purpose for which they are
issued. Most appropriations are for 1 fiscal year and are
used to finance the normal operating costs of the Navy.
Other types may be granted without a time limitation or
for a specific period of time which is more than 1 year.



Annual Appropriations

Annual appropriations generally cover the current
operating and maintenance expenses of the Navy. They
become available at the beginning of the fiscal year
stated in the appropriation act. From that time on
throughout the fiscal year, they maybe either directly
expended or obligated An obligation occurs when an
order is placed by an afloat unit or material is issued to
an ashore activity, or similar transactions during a given
period that requires future payments.

After the end of the fiscal year, the Navy must return
any unobligated balance to the Treasury. Obligated
funds remain available for an additional 2 years. At the
end of the additional 2-year period, the balance
remaining in the account. They are transferred to the
successor “M” account. These funds represent
unliquidated obligations less reimbursement to be
collected. The successor “M account is available for
disbursement of appropriated funds.

Continuing Appropriations

An appropriation is available for incurring
obligations until the appropriation is exhausted or until
the purpose for which the appropriation was made is
accomplished. An appropriation without restriction to
a freed period is called a continuing appropriation or a
no- year appropriation. Examples of continuing
appropriations are Military Construction Navy and
revolving funds such as the Defense Business Operating
Fund.

Continuing appropriations become available for
obligation and expenditure at the beginning of the fiscal
year following the passage of the appropriation act.
They may become immediately available if specified in
the act. When the purpose of a continuing appropriation
has been accomplished, the balance equal to the total of
unliquidated obligations, less the total of
reimbursements to be collected, is transferred to the
successor “M” account. Any remaining unobligated
balance is transferred to the surplus of the Treasury.

Multiple-Year Appropriations

Multiple-year appropriations are generally made
for purposes which require long lead time of planning
and execution such as procurement of Aircraft and
Missiles Navy and Shipbuilding and Conversion Navy.
Multiple-year appropriations become available for
obligation and expenditure at the beginning of the fiscal
year designated in the appropriation act unless
otherwise stated in the act. They are available for
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incurring obligations only during the fiscal years
specified in the act. However, they are available for the
payment of such obligations for an additional 2 years
thereafter.

At the end of the last fiscal year included in the
appropriation, the appropriation expires for obligation
purposes. The unobligated balance is transferred to the
surplus of the Treasury. At the end of the 2 years
following the expiration of obligation availability, the
balance remaining in the account, representing
unliquidated obligations less reimbursements to be
collected, is transferred to the successor “M” account.

STATUS OF APPROPRIATIONS

Three terms are used to designate the status of
appropriations.

CURRENT APPROPRIATION-An appropriation
which is available for incurring obligations during the
current fiscal year.

EXPIRED APPROPRIATION—An appropriation
that is no longer available for incurring obligations. It
does remains available to liquidate existing obligations.

LAPSED APPROPRIATION—The undisbursed
balance of an appropriation. It is no longer available
for disbursement by the department is called a lapsed
appropriation.

By way of explanation, let us follow an annual
appropriation for Fiscal Year 1996 through the above
terms.

Current appropriation 1 October 1995 to 30
September 1996. Available for obligation and
disbursement. At the end of the fiscal year (30
September 1996) the Navy must return the
unobligated balance to the Treasury.

Expired appropriation 1 October 1995 to 30
September 1997. No new obligations may be
incurred. The obligated balance is retained and
disbursements made to liquidate the obligations.

Lapsed appropriation 1 October 1997. No further
disbursements may be made. The balance of
outstanding unliquidated obligations remaining is
transferred to a successor account which is
available indefinately for payment of obligations
still outstanding.



APPROPRIATION SYMBOLS

The Navy uses symbols to identify charges and
credits made against each appropriation. Since you use
these symbols often, it is important that you understand
how they are constructed. The elements that make up

appropriation symbol are shown in figure 9-1 and
explained in the text that follows.

All appropriations assigned to the Navy are
identified by “17” which is shown as the first two digits
of the appropriation symbol.

The third digit identifies the fiscal year limitation
of the appropriation. In the example, “5” designates
Fiscal Year 1995. Continuing appropriations, which
have no fiscal year limitation, are identified by an “X.”
A multiple-year appropriation is indicated by the first
and last fiscal year that it is available for obligation; i.e.
“5/6” indicates Fiscal Years 1995 and 1996.

The purpose of the appropriation is shown by the
next four digits. The numerals “1804” shown above
identify the appropriation for Operation and
Maintenance, Navy. It is used for operation and
maintenance expenses for both afloat units and shore
activities. In the afloat area it includes repair parts,
consumables, equipage, alterations, overhaul of ships,
fleet training, and fuel. Ashore, expenses generally are
for the cost of supporting fleet activities.

SUBHEAD SYMBOL

An appropriation or fund subhead is a subdivision
of an appropriation or fund. Subheads identify the
budget activity (major program) and are designed by
a four-digit numeric or numeric-alpha number. They
are suffixed to an appropriation or fund symbol. The
four-digit subhead symbol for the operation and
maintenance appropriation identifies the major
claimant and major program of the Five Year Defense
Program (FYDP). The first two digits are the last two

17 5 1804
Navy Department |
Fiscal Year 1995
Purpose of the appropriation
Navy)__ o e

Figure 9-1-Example of a navy appropriation symbol.

digits of the major claimant’s unit identification code.
The third digit is the major program of the FYDP or
budget activity. The fourth digit is a zero at the major
claimant (fleet) level. Figure 9-2 is an example of a
subhead.

Fleet commanders subdivide the fund authorization
to subordinate commands in the form of expense
limitations. The expense limitation holder is identified
by an alphabetic or numeric character in the fourth
position of the subhead. Figure 9-3 is an example of
how a fleet commander subdivided a fund
authorization.

FUNDS

Funds fill a very important need in financing the
day-to-&y operations of the Navy. Two types of funds,
revolving and trust, are used extensively. You must
understand how and why they are used. Funds are sums
of money or other resources established for a specific
purpose. They are usually without fiscal year
limitations.

REVOLVING FUNDS

A revolving fund is a fired established to finance a
cycle of operations. Reimbursements and collections
are returned to the fund for reuse to maintain the

7 2 0
Commander in Chief, U.S.
Pacific Fleet
Program 2, General Purpose Forces
Zero indicates fleet level (as
opposed to a lower level) OONPOOA7

Figure 9-2-Example of a subhead to an appropriation.

7 2 E
Commander in Chief, U.S.
Pacific Fleet
Program 2, General Purpose Forces
Commander, Naval Air Forces, U.S.
Pacific Fleet OSNPOO48

Figure 9-3.-Example of a fund authorization subdivided to a
subordinate command



principal of the fund. For example, loan funds and
working capital funds. The capital amount of a fund
may be in the form of cash, inventory receivables, or
other assets.

Defense Business Operating Fund

Of the several funds, the one that you will be most
concerned with is the Defense Business Operating Fund
(DBOF). It is not practical for each activity of the Navy
to purchase all of its requirements directly from
commercial suppliers using its operating money. It is
for this reason that the DBOF exists. It provides the
necessary capital to finance the purchase and
maintenance of stocks of common supply items
required by the Navy. Basic capital for the DBOF is
made available from Congress. The total value of the
DBOF is reviewed annually by Congress and adjusted
to meet current requirements. Within the Navy, the
Commander, Naval Supply Systems Command is the
administrator of the DBOF.

DBOF CHARGES—The Defense Business
Operating Fund is charged with the following:

® Expenditures for the purchase or manufacture of

stores, supplies, equipment, and services which
are to be taken up in the Navy Stock Account
(NSA).

Appropriation adjustments lodged against the
fund for sale of materials from a stores account
to the Navy Stock Account. They are used for
return “with charge” of material previously
charged to an end-use functional account.

Navy Stock Account losses by accounting, price
adjustment, appraisal, inventory, sale, and
survey, which are not properly charged to an
appropriation.

Donations of surplus NSA material for public
health and educational purposes, including
research.

Authorized charges for repair of NSA material
in store.

Issues from the NSA of clothing items for health
and comfort, when not chargeable to another
appropriation.

Payment of claims approved by the General
Accounting Office (GAO).

DBOF CREDIT—The DefenseBusiness Operating
Fund is credited with the following:
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Issues from the NSA charged to an appropriation
or fund.

Cash sales from the NSA (including sales to
other government departments and foreign
governments),

Sales from the NSA to other stores accounts.

Collections from carriers for NSA material lost
or damaged in transit.

NSA gains by accounting, price adjustment,

appraisal, inventory, sale, and survey which are
not properly creditable to an appropriation.

Reimbursements from the Defense Logistics
Agency for the pro rata share of proceeds from
sale of surplus, scrap, and salvage material
expended from the NSA.

DBOF SYMBOLS—Symbols used in the elements
that make up the DBOF serve the same purpose as those
for appropriations. They identify charges and credits
made against the DBOF. The symbols used in the
construction of the DBOF consist of eleven digits. The
first seven digits designate the department responsible
for administering the fund; an indicator of fiscal year
limitation, the type, and the particular fund. The other
four digits compose the subhead. It identifies the
command or bureau within the Navy responsible for
administrating this element of the fund and the purpose
for which it is to be used. The meaning of each digit or
combination of digits is shown in figure 9-4.

DBOF Use—DBOF fulfills its role as a revolving
fund by purchasing designated supplies from
commercial sources, Defense Logistics Agency, the
General Services Administration, and the Departments
of the Army and Air Force, and then selling them.
These supplies maybe sold to a specific appropriation

17 X 49 11 23 10
Navy Department
X"’ No fiscal year limitation

Type (49 = revolving fund)

Particular Fund (11=DBOF)

Administrator (23 = NAVSUP)________|

Purpose (10 = wholesale inventory)__09NP0049 |

Figure 9-4.-Example of a Defense Business Operating Fund
symbol.



or for cash. The DBOF is reimbursed for supplies when
they are ISSUED or SOLD. While these supplies are
waiting to be sold, they are in the Navy Stock Account

(NSA).

NAVY STOCK ACCOUNT—The Navy Stock
Account (NSA) is an inventory account and an integral
part of the DBOF. It serves as the “holding account”
for DBOF procured supplies before to their sale. Thus,
the total value of the DBOF consists of money plus
supplies in the NSA. The NSA is also used by NAVSUP
as the accounting device to account for and control the
expenditure of DBOF funds.

DBOF/NSA IN OPERATION—Refer to figure 9-5
as you read the following steps covering the operation

COMMERCIAL SUPPLIERS
DLA, ARMY, AF, GSA

i — . -

of the Defense Business Operating Fund and Navy
Stock Account.

1. Material is purchased by DBOF from

commercial suppliers, Defense Logistics

Agency, Departments of the Army and Air

Force and the General Services Administration.

2. Suppliers deliver material to designated naval
supply activities where it is held in the inventory
account, Navy Stock Account (NSA), until
needed by a Navy customer,

3. A ship has to replace material which has been

used in its operations. A requisition, DD Form

r_
@ NAVCOMPT i
2074 AND 53
NAVSUP 1182 >
&
5
X _

NSA

NAVY SUPPLY ACTIVITY

Figure 9-5.-The Defense Business Operating Fund in operation.
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1348, is submitted to the appropriate supply
activity.

A ship forwards a copy of the requisition
document (i.e., green copy of the DD Form
1348) to the appropriate DFAS for use in
performing the ship’s official OPTAR
accounting. Monthly, the ship submits a
Budget/OPTAR Report which summarizes the
obligation documents. The report authorizes
the DFAS to reduce the ship’s OPTAR and the
ship’s type commander’s operating budget.

5. The material is issued to the ship.

6. The supply activity submits “Report of Fired
Authorization Charges, (NAVCOMPT Form
2074) with supporting “Financial Detail”
cards, NAVSUP Form 1162) to the DFAS. This
authorizes the DFAS to charge the ship’s
OPTAR.

7. Credits the DBOF, thus completing the cycle.

The Defense Logistics Agency, General Services
Administration and the Departments of the Army and
Air Force have similar funds to finance procurement of
materials managed by the respective agency or
department.

Navy Industrial Fund

The Navy Industrial Fund is a revolving fund used
to finance industrial commercial-type activities. The
Navy Industrial Fund serves much the same purpose as
the Defense Business Operating Fund. The exception
is that it is used to finance the cost of maintaining and
operating such industrial commercial-type activities as
naval shipyards. Major charges to the fund are civilian
labor, material purchases, travel of personnel,
transportation of material, cost of purchased utilities,
and equipment and property rental. The fund is
reimbursed through the sales of materials and for
services performed for the Navy and other government
agencies.

Naval Working Fund

The Naval Working Fund provides a single
permanent revolving fund for financing all work not
chargeable to a current naval appropriation. It is used
to receive advance deposits for work or services
furnished. This type of work is performed by the Navy
for other government departments, foreign
governments, and private parties. For example, assume
that the U.S. Navy had sailors from an allied
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government embarked aboard U.S. Navy ships for
training. The foreign government might deposit funds
with the Navy to cover pay and allowances for their
personnel. The money deposited would go into the
Naval Working Fund and be assigned a deposit
allotment number. Disbursing officers aboard the ships
concerned would receive authorization to pay these
foreign sailors and would be furnished the deposit
allotment number to charge when making the payments.

Navy Management Fund

This fund is used for the economical and efficient
completion of Navy operations which are financed by
two or more appropriations. When the costs of such an
operation cannot be distributed changed immediately to
an appropriation. An example of a charge financed by
the Navy Management Fund is the shipment of
household goods.

When the amount of money in the Navy
Management Fund is not enough to finance a program
some Navy organization or when appropriate, other
government departments advance additional funds.
The fund is credited with these advances, and it is
charged with all expenditures required by the program.
All unobligated balances of funds advanced are repaid
later from the Navy Management Fund, as specified in
contracts for programs financed by the fund.

TRUST FUNDS

A trust fund is a fund held in trust by the Navy for
use as specified in a special agreement or Act of
Congress. Private parties or sources may provide
money for a special trust for the Navy. For example,
public contributions received for the purpose of
constructing and maintaining the USS Arizona
Memorial at Pearl Harbor.

The Ship’s Store Profits, Navy is a trust fund for
providing recreation and entertainment for enlisted
personnel. Items sold in the ship’s store are purchased
by the DBOF and held in the NSA. When sold, the
DBOF is reimbursed for their cost, with the profits
going into the Ship’s Store Profits, Navy fund.

FUND SYMBOLS

The symbols for the various funds we have
discussed are shown below in figure 9-6.



Symbol  Title Abbreviation
17X4911 Defense Business Operating Fund  DBOF
17X4912 Navy Industrial Fund NIF
17X4888 Naval Working Fund NWF
17X63875 Navy Management Fund NMF
17X8723 Ship’s Store Profits,

Navy OONPODS51 SSPN

Figure 9-6.-Examples of various fund symbols.

ACCOUNTING FOR
APPROPRIATIONS

The receipt and expenditure of a matter of
public record that must be accounted for and when necessary
justified. This is accomplished by the accounting
classification system. The purpose of the system
is to classify expenditures as to their type or
purpose, and to designate the activity responsible
for recording and maintaining official records of
these expenditures.

An explanation of elements that make up the
accounting classification system (commonly referred to
as line of accounting) is given in the following
paragraphs. Study the discussion of the system very
carefully. It will be your responsibility to use the proper
classification on procurement and expenditure
documents that you prepare. See figure 9-7. We have
previously discussed the appropriation and subhead we
will begin with the next element in the line of
accounting, the object class.

OBJECT CLASS

Object class codes are three characters long, and are
used only in OPTAR transactions which affect the
international balance of payments. These codes are
contained in NAVCOMPT Manual, Volume 2.

1741804.702D 000 53824 B
APPROPRIATION [
AND

OBJECT OPERATING suB-
CLASS BUDGET ALLOTMENT

*(11) *(3) *® *(1)

SUBHEAD

*REQUIRED NUMBER OF DIGITS FOR EACH DATA ELEMENT

OPERATING BUDGET (BUREAU
CONTROL NUMBER)

The CNO has fiscal responsibility for the
appropriation 1751804 for operation and maintenance
of Navy forces. In discussing appropriations, you saw
how they may be apportioned. The responsibility for
administrating the appropriation is shown by subhead.
However, it is not possible for one office to efficiently
control all charges to this appropriation. It is allocated
to subordinate commands to administer.

For example, one of these commands is
CINCPACFLT. It is still impractical for the one office
to administer the appropriation to the hundreds of ships
under command. Portions of the appropriation then, are
granted to PACFLT TYCOMS (e.g., COMNAVSURF-
PAC, COMNAVAIRPAC, etc.) in the form of operating
budgets. Operating budgets are identified by an
operating budget number which is always the unit
identification code (UIC) of the activity receiving the
operating budget grant. For example, the operating

budget number for a grant to COMNAVSURFPAC
would be 53824.

SUBALLOTMENT/OPERATION
BUDGET SUFFIX

When a budget holder has two or more operating
budgets, then a suffix is used to identify the different
operating budgets. For example, CINCPACFLT
receives two operating budgets. One for ship repair, the
other for fuel. Both under operating budget number
00070 and subhead 702A. To identify the separate
grants, CINCPACFLT assigns operating budget suffix
code R to identify charges for ship overhaul and
operating budget suffix code F to identify charges for
ship’s propulsion fuel.

R52192 0041841005NH

LAY

AUTHORIZATION PROPERTY __\__

R o e

*(6) *) *(6) *(12)
0ONPOOS2

Figure 9-7.-Format of accounting data..



AUTHORIZATION ACCOUNTING
ACTIVITY

The Authorization Accounting Activity (AAA) is
the UIC of the activity which performs the accounting
for an operating budget/fund. In connection with
operating form OPTAR accounting, the AAA is the
UIC of the DFAS.

TRANSACTION-TYPE CODES

Transaction-type codes are identified by a
two-character code. This permits easy identification in
data processing systems of stores accounting, travel
advances, and other special interest category
transactions. The codes and an explanation of their use
are contained in NAVCOMPT Manual, Volume 2.

PROPERTY ACCOUNTING
ACTIVITY (PAA)

For the Operating Forces material or service
requisitions, the service designator code and unit
identification code (UIC) of the requisitioner will be
shown. In these cases the PAA is used as an extension
of the cost code. In some cases the UIC of an activity
assigned to perform formal “stores” or “property”
accounting is cited as the PAA. Unit identification
codes (UICs) are assigned by the Comptroller of the
Navy to ships, aircraft units, shore activities, divisions
of shore activities, bureaus and offices, contractors’
plants, and in some instances to functions or other
specialized elements for identification.

UICs are prefixed by a service designator code. It is
a Single-character code that identifies a service or element

of the service. The letters R, V, and N have been
established to identify naval requisitioning activities.

All UICs currently assigned are listed in
NAVCOMPT Manual, Volume 2. You should become
familiar with this reference because you will have many
occasions to use it. Assume, for example, you are
transferring stores to another ship. You must know the
unit identification code in order to show it on the
expenditure document so that the receiving ship will be
charged. Remember, it is the responsibility of the ship
or activity preparing the accounting papers to make sure
that the UIC is correct.

COST CODE

The cost code consists of 12 characters and may be
alphabetic, numeric, or both. This code provides
information to further classify transactions or in some
cases, aid in identifying a specific transaction. In most
cases the information to be used for this data element is
determined locally by the administrator of the funds in
conjunction with the accounting activity. NAVCOMPT
Manual, Volume 2, provides information on the
structure of cost codes based on the purpose for which
used. The cost code in figure 9-7 is the most common
code structure used by afloat units in requisitions for
material and services. The cost code consists of two
zeros followed by the four-digit Julian date, the
four-character serial number and the two-character fund
code. As you will be using fund codes almost daily, a
further explanation is provided.

TYCOM FUND CODE
COMNAVSURFPAC NC
COMSUBPAC MC
COMNAVAIRPAC YC

PURPOSE

TO PROCURE NSA TYPE CONSUMABLE
MATERIAL. THIS INCLUDES ADMINI-
STRATIVE AND HOUSEKEEPING ITEMS,
COGNIZANCE SYMBOL 1i MATERIAL
(FORMS), ROUTINE MAINTENANCE TOOLS
NOT SPECIFICALLY RELATED TO, BUT
WHICH MAY BE USED IN, THE REPAIR
OF EQUIPMENT AND EQUIPAGE;
GENERAL PURPOSE HARDWARE, OR
ANY OTHER (TEM HAVING A LIMITED
LIFE AND NOT SPECIFICALLY INCLUDED
IN ANOTHER EXPENSE ELEMENT.

SAME AS ABOVE

O0SNPO053

SAME AS ABOVE

Figure 9-8.-Fund codes assigned to units of the Pafic Fleet.
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Fund Codes

As stated above fund codes consist of two
characters. The first character identifies the FYDP and
the operating budget holder. The second character
identifies the type of material or service procured.

Figure 9-8 shows examples of fired codes assigned to
units of the Pacific Fleet. Consult NAVSO P3013 for a
complete listing of all fund codes and the
cross-reference guide that crosses fund codes to
appropriations.






CHAPTER 10

AFLOAT ACCOUNTING AND REPORTING

We have previously discussed the accounting
classifications used in appropriation and cost
accounting in the Navy. You will assign those
classifications to various documents. The accounting is
actually performed by the Defense Finance and
Accounting System (DFAS). These centers are located
at Norfolk, Virginia (for Atlantic Fleet ships and
commands), and San Diego, California (for Pacific
Fleet ships and commands). Located within each DFAS
is an office that has primary responsibility for fleet
OPTAR accounting. It is called the Defense
Accounting Office (DAO). As a general rule, you will
be involved only m OPTAR accounting.

This chapter discusses the role of fleet
commanders, type commanders, and commanding
officers of active fleet ships in the administration of and
accounting for supplies and equipage funds assigned to
forces afloat. It also covers the OPTAR recordkeeper’s
actions. These action’s include:

¢ recording requisitions and receipts,

e processing cancellations and advance

adjustments,

preparing OPTAR document transmittals and
OPTAR reports, and

processing the various transaction listings
aboard nonautomated ships.

Detailed instructions are contained in Financial
Management of Resources, (Operating Forces)
NAVSO P-3013, and Afloat OPTAR Recordkeeper’s
Guide, NAVSO P-3073.

HOW THE FLEET IS FUNDED

It is the policy of SECNAV that the accounting
effort performed by Navy Operating Forces be kept to
an absolute minimum. The responsibility for formal
mounting is placed ashore.

To understand the duties and functions of
Storekeepers in afloat accounting and reporting, you
must know how the fleet commander, type commander,
and commanding officers of ships administer and
account for supplies and equipage funds assigned to
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forces afloat. Under current procedures, OPTAR
accounting includes only supplies and equipage funds.

FLEET COMMANDERS

Funds are allocated under the appropriation for
operation and maintenance, Navy, to each fleet
commander for financing supplies and equipage
requirements and tender availability.

Fleet commanders are responsible for
administering and accounting for funds allocated to
them. Also they must maintain official accounting
records and submit reports as required. They issue
expense limitation operating budgets to type
commanders. These include funds to finance supplies
and equipage requirements and tender availabilities of
all ships and flags under the type commander’s
command. Type commanders issue responsibility
center operating budgets to themselves (from expense
limitations) to cover operating costs of the ships, units,
and staffs for which they are responsible.

TYPE COMMANDERS

Each type commander is responsible for the
administration of his responsibility center operating
budget and the financial management of all ships and
staffs under the type commander’s command. This
responsibility includes financial planning, analysis of
operating budget, unfilled orders and expenditures,
expenses, and performance reporting.

Ships and commands under a type commander’s
control are authorized by the type commander to cite
his operating budget for materials and for certain
services. This authorized obligation is referred to as an
operating target or OPTAR.

COMMANDING OFFICERS

Commanding officers are responsible for the
effective use of OPTAR funds Statute requires that
each transactoin affecting the available balance of an
operating budget must be recorded on official records.
It is, necessary for the Storekeeper to maintain
shipboard records that show the value of chargeable
requisitions incurred and to report them to the DFAS.



Additionally, budget submission requirements provide
for reporting obligations by material categories, and
fund codes have been assigned to these categories.

DEFENSE FINANCE AND
ACCOUNTING SYSTEM

The Defense Finance and Accounting System
(DFAS) performs the official accounting and reporting
for operating budgets granted for operation and
maintenance of ships and ship commands. Also for
administrative expenses of staff and headquarters
commands. Atlantic Fleet ships and commands report
obligation data to DFAS, Norfolk, and Pacific Fleet
ships and commands report to DFAS, San Diego. Each
DFAS maintains records of each ship’s obligations. As
requisitioned material is supplied and vouchers paid,
they match them with the expenditure documents
received from supply activities and disbursing offices.
The listings resulting from this matching process is
reported to the ship monthly. This enables the OPTAR
recordskeeper to make corrections to the appropriate
records and report any errors to the DFAS.

OPTAR ACCOUNTING

As has been previously stated, the commanding
officer is responsible for the effective and economical
use of OPTAR funds and for making sure the
obligational authority is not exceeded. The supply
officer is responsible for maintaining required records
and submitting status and transactions reports to the
commanding officer, type commander, and DFAS. In
discharging this responsibility, the supply officer relies
on the OPTAR recordskeeper to maintain the
Requisition/ OPTAR Log (NAVCOMPT Form 2155),
prepare reports, and informs the supply officer of any
unusual transactions. You, as the OPTAR
recordskeeper, must assume a degree of responsibility
for the proper use of funds. This is because you will be
posting all transactions to accounting records and can
review them for accurate fund codes and completeness.

FUND CODES

Fund codes are established by the Comptroller of
the Navy and assigned to the various type commanders.
Of the fund codes assigned, the type commanders
designate those that may be cited by afloat units. The
OPTAR grant may be allocated to these fund codes.
Since fund codes are the primary source of accounting
data, it is essential that they be assigned correctly. If the
stock record cards have been annotated to indicate
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“equipage, repair parts, and consumables” the stock
records Storekeeper will be able to verify fund codes
during the process of posting the NAVSUP Form
1250-1. This occurs before they are passed to you for

posting to the accounting records. All fund codes
currently assigned are listed in NAVSO P-3013-2.

REQUISITION/OPERATING
TARGET LOG

Each ship and command must establish a
Requisition/OPTAR Log, NAVCOMPT Form 2155, in
which all documents are recorded. The log is the
principal shipboard financial control device. The
Storekeeper who maintains it and its supporting files is
known as the OPTAR recordskeeper. Most of the
columns in the OPTAR Log are self-explanatory.
However, the following general rules should be
observed:

All entries should be legible, and in ink.

® The ship’s name and hull number should be
written in the space provided in the upper

right-hand comer of each page.
Each page should be numbered in sequence.

The fiscal year should be entered on each page
(fiscal year OPTAR granted).

As the OPTAR recordskeeper, you have the
responsibility of maintaining the OPTAR logs for your
ship. For the first 6 months of any fiscal year, you must
maintain two separate logs at the same time. One is for
the current year and the other for the immediate
preceding year. After Match, the DAO will take over
OPTAR accounting and reporting for the remainder of
the 36-monthlife cycle of the appropriation. Details for
accounting and reporting procedures for the current and
subsequent years for O&MN funds are promulgated in
Financial Management of Resources (Operating
Forces}, NAVSO P-3013-2 and Afloat OPTAR
Recordskeeper’s Guide, NAVSO P-3073.

The OPTAR amount established by the type
commander must be entered on the Requisition/OPTAR
Log. This amount is then reduced by the value of each
chargeable transactions. Not all transactions are
chargeable to the OPTAR. Requisitions citing
nonchargeable fund codes are recorded in the log for the
purpose of maintaining requisition number control,
although they will not have an effect on the OPTAR
balance. Some nonchargeable requisitions may have to
be completed as chargeable at a later date. Various



types of transactions are listed below to help you
distinguish between “chargeable and nonchargeable.”

Chargeable Transactions

The following transactions are classified as
“chargeable” and, therefore, reduce the OPTAR
balance:

e Requisitions placed with supply activities
ashore for stock account material (Defense
Logistics Agency; Army, Air Force, Navy Stock
Account (NSA); and General Services

Administration material).

Requisitions for the type of material listed in
item 1 above placed with a fleet issue ship,
tender, or repair ship operating under Navy
Stock Account (Class 207) or (Class 224)

procedures.

Requests for reimbursable work or services
placed with an ashore (field) activity.

Purchases by the use of the DD Form 1155 series
of purchase orders, the Purchase Order Invoice

Voucher (Standard Form 44), or the imprest
fund

Requisitions for items to be purchased by an

ashore activity chargeable to end use (e.g., to the
ship’s OPTAR).

Transfers of material between ships under
different type commands, different Five Year
Defense Program/Budget Activity, and transfers
from other appropriations requiring
reimbursements.

Requisitions for appropriation purchase account
(APA) material which is issued from Defense
Logistics Agency, Army, Air Force, General
Services Administration, or the Navy Stock
Account.

The following transactions are classified as
“nonchargeable” and, therefore, do not reduce the
OPTAR balance:

® Receipt of end-use material from ships operating
under the same operating budget.

Requisitions placed with and received by supply
activities as APA materials.

Other requisitions for categories of material or
orders for services as maybe designated by fleet
commanders.
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The cognizance symbol serves as a signal for
chargeable and nonchargeable items. Remember, the
first digit indicates the stores account (NSA or APA).
Even numbers are APA and are nonchargeable. Odd
numbers are NSA and are chargeable.

Supply Management

The OPTAR Log may also serves as an important
tool in the ship’s supply management through recording
of material receipts and processing supply system
cancellations. Maintenance of the OPTAR Log for
supply management is recommended for the 36-month
life cycle of each fiscal year’s OPTAR. Even though
the cost of some requisitioned items is not charged to
the ship’s OPTAR because they are paid for from other
funds (i.e., APA material), their requisitions are
recorded in the OPTAR Log for purposes of requisition
control. Through a system of fund codes, requisitions
are not only classified in the OPTAR Log as to their
affect upon the OPTAR (chargeable or nonchargeable),
but also according to the type of item being
requisitioned. Some typical categories are controlled
equipage, repair parts, consumable material, and other
purchased services.

New Grants

The OPTAR Log is like your personal checkbook.
Both start with an amount of money that you have
available. Then each check (or chargeable requisition
in the case of the OPTAR Log) decreases your budget.
When you put money in (or get an increase to your
OPTAR), the balance increases. The starting amount of
money in your OPTAR Log is the money granted to
your ship by the type commander. Ships are usually
notified of grants by message. The OPTAR
recordskeeper must record the grant on the
Requisition/OPTAR Log, and file all copies of the
message. Figure 10-1 illustrates the message and
posting of the Requisition/OPTAR Log.

HOLDING FILES

Each ship must maintain files as documentary
support for its Requisition/OPTAR Log. They are listed
below, by name, with an explanation of their content
and purpose.

File 1—Unfilled Order Chargeable Documents For
Transmittal. A copy of each obligation document, (i.e.,
a green copy of the DD Form 1348) chargeable to the
OPTAR, is placed in this file immediately after posting
to the Requisition/ OPTAR Log. All documents in this
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Figure 10-1.—Posting OPTAR grant from TYCOM.

file are forwarded on the 10th, 20th, and last day of the
month to the appropriate DFAS.

File 2—Unfilled Order Cancellation
Document/Lists For Transmittal. All confirmed
cancellations of requisitions and administrative
cancellations of unfilled orders “over threshold are
held in this file for submission to the DFAS on the 10th,
20th, and last day of the month. They are submitted in
listing format showing document number, quantity
canceled unit of issue, fund code, canceled value,
whether it is a partial or total cancellation, and if it is an
above threshold administrative cancellation.

File 3—Returned DAO Listings As the DFAS
listings are reviewed and annotated the original is
placed in this file. The contents are returned to the
DFAS with the next OPTAR Document Transmittal
Report, (NAVCOMPT Form 2156).

POSTING TO THE
REQUISITION/OPTAR LOG

All request documents must be entered on the
Requisition/OPTAR Log, NAVCOMPT Form 2155.
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These documents include requisitions on DD Forms
1149 and 1348, purchase or delivery on the DD Form
1155 series, purchase on STD Form 44 when
authorized, and imprest fund reimbursement voucher,
STD Form 1129. When the DD Form 1155 or STD
Form 44 is used, or when an imprest fund transaction is
made, a “money value only” (MVO) DD Form 1348 or
NAVSUP Form 1250-1 must be prepared, using the data
from these forms. When discussing unfilled order
documents in this chapter, we are referring to the DD
Form 1348 or NAVSUP Form 1250-1.

“Unfilled order” is a general term used to refer to
any document that requirements a charge to the OPTAR
and that has not been matched with a corresponding
expenditure document by the DAO. When purchasing
to ship’s OPTAR transactions, unfilled orders are also
sometimes referred to as “obligations.” These
documents become “filled orders” or “liquidated
obligations” after matching expenditure documents in
the DAO.

The DD Form 1348 is prepared and copies
distributed according the NAVSUP P-485. The
hardback copy is filed in the Material Outstanding File,



and the green copy is the accounting copy and is filed
in Holding File 1.

The Requisition/OPTAR Log is shown in figure
10-2. The “Estimated Cost Chargeable” columns are
headed:

E—Equipage

R/B—Repair parts

7—Medical/Dental

Other—All other fund codes assigned by the type

commander

The total amount of each document is posted to the

proper column. Detailed procedures for posting
various transactions to the Requisition/ OPTAR Log are

explained below.

Requisition/OPTAR Log Maintenance

The Requisition/OPTAR Log (NAVCOMPT Form
2155) will be maintained legibly, in ink, for each
OPTAR received. See the NAVSUP P-485 for detailed
information and procedures.

Chargeable Requisitions

Generally, upon preparation of a chargeable
requisition, purchase order, or other document for
material or services that are chargeable to the OPTAR
of the command, you should follow the procedures
specified m the NAVSUP P-485.

SERVMART Entries

The DD Form 1348 or NAVSUP Form 1250-1, in
conjunction with the SERVMART Shopping List
(SSL), NAVSUP Form 1314, is used to document
SERVMART procurements. Each fund code used
requires separate documentation and only one entry is
made in the Requisition/OPTAR Log for each fund code
charged by the SERVMART regardless of the number
of different items involved. This entry is made after the
SERVMART shopping has been completed. Figure
10-3 shows how the data collected from the DD Form
1348 is used to record the charge in the
Requisition/OPTAR Log. The green copy of the DD
Form 1348 or NAVSUP Form 1250-1 showing the total
amount of money expended and a copy of the SSL,
NAVSUP Form 1314 showing the cost of each item is
placed in Holding File 1 after the entry is completed.

[FISCAL YEAR

[SHIP'S NAME AND HUL

IDARE NI
LV ML 1YLV

SAVERMIPY FOAN 1U0 MEV .S 1
N Sege Jesap

REQUINITION/OITAR LOG

\

[5tma 1E0 CO3Y t?-ﬁ'i‘(

P prevouns \ORUUUNN 0 420 E L
BATE) g0 | ommn (RTINS PR -.,,_hii‘ﬂ' secetane]” &£ [

R

09NPO0055

Figure 10-2—The Requisition/OPTAR Log.
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Figure 10-3.-SERVMART entry in OPTAR Log.

UNREP Entries

To obtain stores from stores issue ships underway,
ships submit their requirements on DD Form 1348s or
in a “shopping list” format by message or letter. They
also advise the stores ship of the Julian date for the
UNREP. Your only action at this time is to make sure
that this Julian date is not used for any other entries.

10-6

During UNREP, two types of documents are received
from the stores issue ship. One is the “obligations”
listing showing the total money charged to each fund
code. The second is the DD Form 1348m obligation
cards. There is one card for every item of chargeable
material being delivered.

There are two methods of posting the obligation
data to the Requisition/OPTAR Log. Under one



method (which the supply officer may elect to use), each
individual obligation card is Posted. Under the other
(recommended) method, the entire UNREP is “batch
posted” using the information from the obligation
listing which shows the total charged to each fund code.
Regardless of the method used, after the posting is
completed, the individual DD Form 1348m obligation
cards are placed in Holding File 1 for the next
transmittal to the DFAS. Figure 10-4 illustrates both
methods of posting.

REQUISITION/OPTAR LOG
ADJUSTMENTS

Some requisitions are changed after submitting
them to a supply activity. Notification of these changes
are often received by status cards or messages. Status
that indicates cancellation, change of stores account, or
change of unit price must be posted to the
Requisition/OPTAR Log. NAVSUP P-485, contains
information on interpreting the various status codes.
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Figure 10-4.—Posting UNREP requisitions.
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Cancellations

Requisitions are often rejected (canceled) by supply
activities. This may occur because of a wrong NSN,
quantity, or as a result of receiving a request from the
ship. Regardless of the reason, when a confirmed
cancellation has been received, certain entries must be
made in the Requisition/ OPTAR Log. These are
explained below:

COMPLETE CANCELLATIONS.—Complete

cancellations occur when the total money
value/quantity of the confirmed canceled requisition

matches the original entry in the Requisition/OPTAR

Log. Entries are made as follows:

1. Enter “CANC” in the “Date Material Received”
block.

2. Enter “CANC” and the Julian date for the day
notification is received in the “Remarks”

block opposite the original requisition being

canceled.
3. Enter on the next available line in the log: the

current Julian date in the “Date” block; “CANC”
in the “Description” block; the original money
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Figure 10-5.-Entries on the Requisition/OPTAR Log for complete cancellations.
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value of the canceled requisition in the “Estimated Figure 10-5 illustrates all of the above steps.

Cost Chargeable” column (this amount is circled .
PARTIAL ANCELLATI —P 1
or written in red); the new increased OPTAR CANC ONS artia

balance in the “Balance” block: “CANC.” the cancellations usually occur when the supplying activity

Julian date, and serial number of the original log can fill only part of your requisition, and cancels the
entry in the “Remarks” block. balance. The steps in processing a partial cancellation

. Record the cancellation on the List of are similar to processing a complete cancellation. See
Confirmed Cancellations in Holding File 2. figure 10-6.
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Figure 10-6.—Entries on the Requisition/OPTAR Log for partial cancellations.
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Cognizance Symbols Changes

As explained earlier each item available through the
Navy supply system is assigned a two-digit cognizance
symbol. From time to time and for various reasons,
items may be shifted from one stores account (as
indicated by the first digit of the cognizance symbol) to
another. Such shifts are referred to as “APA to NSA”
or “NSA to APA” migrations. The effect these shifts
have on your OPTAR balance depends upon the type of
shift (chargeable to nonchargeable NSA to APA, or

nonchargeable to chargeable APA to NSA). The
procedures for adjusting the Requisition/OPTAR Log
in both instances are explained below.

APA to NSA Migration

The failure of the ordering ship to consult the latest
change to the Management List-Navy (MLN) is the
primary reason for nonchargeable (APA) requisitions
being forwarded to supply activities for items that are
chargeable (NSA). When the supplying activity
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Figure 10-7.—Processing nonchargeable to chargeable.
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discovers the error, it usually notifies the ship that they
have either canceled the requisition or are processing it
as chargeable. The procedure to be followed in
adjusting the OPTAR Log for items that have been
changed from “nonchargeable” to “chargeable” detailed
in the NAVSUP P-485. See figure 10-7 for au example.

NSA to APA Migration

Items shifted from “chargeable” to “nonchargeable”
have the opposite effect on the OPTAR balance. That
is, when the necessary entries are made, the OPTAR
balance increases by the amount of the requisition
involved. Entries in the log generally follow the “APA
to NSA” migration, except the amount of the adjustment
entry (on the next available line in the log) is circled or
written in red ink (credit) and “NSA to APA ADJ” is
entered in the “Remarks” block. The amount of the
adjustment is recorded on the list of confirmed
cancellations in Holding File 2. See figure 10-8.

Price Adjustments

“Price adjustments” as described below WILL
NOT BE MADE unless the fiscal year cited on the
requisition is the “current” fiscal year, OR the current

month is one of the months of October through March
AND the fiscal year cited is the last fiscal year (i.e., the
first prior fiscal year).

The unit prices that are assigned to each item
available through the Navy supply system are changed
from time to time. In preparing a chargeable
requisition, a ship may use an old and consequently
incorrect price in its OPTAR Log entry and on its DD
Form 1348 green copy. In processing the same
requisition, a supplying activity will always charge the
correct price thereby creating a price difference. If no
corrective action is taken by the ship, such price
differences are automatically reconciled at the DAO
and reported to the ship. However, some type
commanders authorize advance action by a ship when
the price of a chargeable requisition is increased or
decreased by $100 or more. This advance action must
be taken before the requisition material is received
aboard ship. The reason for this is explained in the
NAVSO P-3073.

A price change does not by itself cause exception
status to be sent to the requisitioning ship. In fact, the
supply activity does not know what price the ship used
in charging its OPTAR because the DD Form 1348
submitted by the ship to the supply activity does not

TOS
L1ST OF CONTTRMED CANCELIAT L
CODE ARTIAL/TOTA

ALUE CANCELED L L TOTAL
% -

VAR L KR
queniry UL

DOCUMENT NUMBER 1
7955949193 i

‘;O‘r»:ofiguho:zw 20 August 1964
o

—

ADJUSTMENT
ENTRY

Figure 10-8.—NSA to APA adjustment entry
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include either unit price or total price information. Requisition/OPTAR Log are found in NAVSUP P-485.
Consequently an advance price adjustment is done on An illustration of posting advance price adjustments is
the basis of status information that has been sent to the in figure 10-9.

ship for some reason. The requisition Storekeeper can

spot price changes by comparing the unit price shown MATERIAL RECEIPTS

on the status card or message with the unit price shown

on the corresponding DD Form 1348 hardback copy When material is received aboard, the actions taken
that is filed in the Material outstanding File. Since by the OPTAR recordskeeper depends upon the nature
advance action is limited to price differences of $100 or of the type of receipt. Before any action is taken, the
more, many requisition Storekeepers only make this recordskeeper must recognize the type of receipt.
comparison when the unit price on the status card or Figure 10-10 shows the normal shipboard flow of
message is $25 or more. The steps for adjusting the receipt documents.
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Figure 10-9.-Posting advance price adjustments.
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RECEIVING SK

Receiving Sk notifies department
representative or storeroom SK of
receipt of material as appropiate.

1348-1

FOR DIRECT TURNOVER

REQUISITION SK**

Requisition SK pulls: 1348 (Hardback);
1348-6 (Pink Copy); 1250-1 {Mardback);
DD Form 1149; 00 Form 1155 from the
Material Outstanding File and attaches
them to the 1348-1, annotates the 1348-1

tat cowbhlal vanadnd afammaddan 1F wa.
WILN parci@) reLeipL nmvimeicivn iy v

quires, and forwards the 1348-1 to the
OPTAR recordskeeper.

*+SK assigned to prepare requisitions
and maintain Material OQutstanding

and Matorial Comnleted Fileg,
and Materiail (ompiecea riies.

—

DEPARTMENT REPRESENTATIVE

Receiving SK releases matertal to

department representative who circles
quantity received and signs 1348-1
Receiving SK forwards 1348-1 to

Stock Control SK. \

CTNDEDNNA CK
SIUVRCRUVUITI JN

Receiving SK releases material to
Storerocom SK, who stows material,
circles quantity received, signs
1348-1, and forwards 1348-1 to

Ny

Stock Control SK.
STOCK CONTROL SK*

Stock Control SK posts receipt to records
&s appropriate, attaches NAVSUP Form

1250-1 to 1348-1 as necessary, and
forwards 1348-1 to Requisition SK.

*SK assigned to maintain 1114s,

OPTAR RECORDSKEEPER

0ONPO063

Figure 10-10.-Shipboard flow ofreceipt document.

The storeroom and the stock control Storekeeper
maybe the same person aboard some ships. The
requisition and OPTAR recordskeeper may also be the
same person aboard others. Each function in the receipt
document processing cycle is considered separately in
figure 10-10. For a more detailed discussion of receipt
procedures and document flow, see NAVSUP P-485.
The point to be remembered is that a receipt document
passes through several stages of shipboard processing
before reaching the OPTAR recordskeeper. The

procedures for posting receipts to the OPTAR Log
depend on the type of receipt.

Partial Receipts

In general, the OPTAR recordskeeper can
recognize a partial receipt by the requisition
Storekeeper’s notation on the DD Form 1348-1. The
notation also identifies the transaction as one of two
types of partial receipt “partial receipt, balance
outstanding” or “partial receipt, balance canceled.” See
figure 10-11. In the absence of the requisition
Storekeeper’s notation on the DD Form 1348-1, you can

determine if the balance of the ordered quantity has
been canceled or backordered. This is done by
checking the “Suffix” and “Advice” blocks on the DD
Form 1348-1. Advice and suffix codes are interpreted
in NAVSUP P-485. An alphabetic character in the DD
Form 1348-1 “Suffix” blocks means the balance has
been backordered, and certain advice codes such as 2C
mean that the balance of the ordered quantity has been
canceled.

PARTIAL RECEIPT (BALANCE
BACKORDERED).—On a partial receipt, balance
backordered, you must adjust the quantity still
outstanding as shown in the “Qty on Order” column of
the Requisition/OPTAR Log. This is done by drawing
a line diagonally across the “Date Mat’l Rec’d” block
as shown in figure 10-12. The date of receipt aboard
ship, shown on DD Form 1348-1, is converted to a
Julian date and entered in the upper left-hand corner of
the “Date Mat'l Rec’d” block. (The lower right-handed
portion of the block is filled in when the backorder is
received.)

10-13



-dul-iw-l'h{{zl{{ A AL LA L A LA PSS LS A A LTS T {H-HJ,-
m)upsmlmmm AP p}s;ﬂqmﬂukﬂw}n L . . zgr%

SeirsID S0

CHARLESTON. §

(612) NAVAL SUPPLY CENTER (ngs5ds,) USS DUARTE (DD 9¢1

<

a
waAllNgf (Ocar O

(]
TrR T ot [t wio® | oNiF R4 CR X |

RUSL 11U 18 A TA (1188 CRIGImadt ¥

| il Ll L@.s

WT CTARY 4517 AR NOMRCE A TR . ~

STALIEO BT AND Uatt
1)
M

15 g et
:'

A o) Nel+ "\ idr A JJIIJIJT]JJ]JJ.L]_L.[I.[ PR LL1 T p W B Sy Jrd.JA,
. I 1 l;l e o s
b kel 1l - A ;] iy jxc{ea | ¥
| =3 3 E§| sare
bk et & s _ e o Pty
OA T 3,599% FFS0M652 | KA BABFLR F55 4193, S, g,mu m O, 15 20
SeaPPE0 100N [T ) #
(612) NAVAL SUPPLY CENTER (rgs5ds,) uss (DDGB1 )| wogh \
CHARLESTON, §. C.
TOCATT 7 T e VY ’n K3 |

P-293~Lh~5 L

4 s

BUSETITUTE BATA (MM OFIGCINALLY MOVEITIO IR EICKHT CLASEIHICATION NOMEBCLA TR I
1

" Sniamo PARTIAL | RECEIPT mcﬁ_cﬂ-_f_o_

ft 1nPP 1D

b
—_—
3 TRANSPOATA O (headGlakl #O

ha B, 1aBG 370 1) iy

- Y T P

]I -
DOD SINGLE LINE WEa BTLEASE/ BECEHIPT DOCUMENY 1

PARTIAL RECEIPT (BALANCE CANCELED—
The first step in processing a partial receipt (balance
canceled) is to convert the receipt date on the DD Form
1348-1 to a Julian date and enter it in the “Date Mat’l

block of

Requisition/OPTAR Log entry. Provided no action has
been taken based on status information (adjusting the
OPTAR Log—see figure 10-6), the next step is to Storekeeper. (Log entries for nonchargeable
compare the log entry money value of the Requisition to requisitions should be considered as being less than the

the “threshold amount.” (The “threshold” is a money “threshold.”)

DO FORM 1348 - b MAS Pe S04 OF 1 1AN )
UNTR EXNAUSVED

PARTIAL RECEIPT NOTATIONS

MADE BY REQUISITION SK

Figure 10-11.—Partial receipt notation on receipt documents.

the correspondence or is less than the
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value set by the fleet commander primarily for use by

the DAO. Its purpose is explained later in this chapter.
For the present discussion the “threshold is $100.) If

the Requisition/OPTAR Log entry money value equals
“threshold,” the OPTAR
recordskeeper returns the DD Form 1348-1 and the
attached DD Form 1348 (pink copy) to the requisition
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Figure 10-12.—Processing a partial receipt-bdame backordered.

If the log entry money value exceeds the
“threshold: the next step is to compare the total price
shown on the DD Form 1348-1 with the money value
of the correspondence log entry. If the DD Form 1348-1
total price equals or exceeds the log entry money value,
the DD Form 1348-1 and attached DDForm 1348 (pink

copy) are returned to the requisition Storekeeper.
Assuming that the DD Form 1348-1 total price is
less than the log entry money value, the next step is to

enter “PART CANC” and the Julian date in the
“Remarks” block of the Requisition/OPTAR Log.

Figure 10-13 shows the above entries. On the next
available line in the Requisition/OPTAR Log, the
following entries are made:

10-15

The current Julian date in the “Date” block
“PART CANC?” in the “Description” block

The difference between the money value of the
DD Form 1348-1 and that of the original log
entry in the same “Estimated Cost Chargeable”
column as was used in the original entry (the
canceled amount circled or written in red ink)

The new OPTAR balance (that is the OPTAR
balance of the preceding entry plus the canceled
amount) in the “Balance” column

“PART CANC,” Julian date, and document
number of the original log entry in the
“Remarks” block
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Figure 10-13.-Processing a partial receipt-balance canceled.

Figure 10-14 shows all of these entries. The next
step is to record the cancellation on the List of
Confirmed Cancellations that is kept in Holding File 2.
See figure 10-15. With the exception of the “Quantity”
column, this recording can be made by using the DD
Form 1348-1 and the cancellation entry m the log. The
quantity canceled is computed from the original
requisition and the DD Form 1348-1 and entered on the
List of Confirmed Cancellations. The DD Form 1348-1

attached to the DD Form 1348 (hartdback copy) is now
returned to the requisition Storekeeper for filing m the
Material Completed File.

Cognizance Migration
As stated previously, and shown in figure 10-7,

from time to time, there are “cog” changes that shift
material from chargeable to nonchargeable status or
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-
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Figure 10-14.-OPTAR Log entries, partial receipt-balance canceled.
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vice versa. An item’s cognizance symbol at the time the
supply activity processes it for release and shipment
determines if it is chargeable or nonchargeable. This
“cog” symbol is shown in data block “R” on the DD
Form 1348-1. The “cog” symbol in the DD Form
1348-1 “Distribution” block is always identical to the
one cited on the ship’s requisition and you can spot
“cog” changes by comparing block “R” with the
“Distribution” block or by comparing block “R” with
the corresponding log entry. This method of comparing
is illustrated by figure 10-16, and the necessary
Requisition/OPTAR Log entries are as described in this
chapter under the heading, “Cognizance Symbol
changes.”

OPTAR DOCUMENT TRANSMITTALS

The DAO serves as a clearing house in the flow of
funds and accounting data between ships and supplying
activities. This is done by matching the supplying
activities expenditure documents to the ships’
chargeable unfilled orders. The matching process
validates the expenditures that have been made on the
ships’ behalf. To enable the DAO to perform this
matching process, ships are required to send in their

chargeable unfilled orders that is their DD Form 1348
green copies that have been filed in Holding File 1.

The DAO for Atlantic Fleet ships is located in
Norfolk. The DAO for Pacific Fleet ships is located in

San Diego.

Price changes, partial cancellations, and complete
cancellations, among other things, can change a
requisition so that it hardly resembles the original
unfilled order submitted by the Ship to the DAO. The
supplying activity informs the ship of such changes
through status cards and receipt documents. The
supplying activity does not, however, inform the DAO.
It is the responsibility ot the ship to advise the DAO of
these changes by sending the contents of Holding Files
2 and 3, along with the contents of Holding File 1, to
the DAO on a routine basis.

NOTE Holding File 1 and Holding File 3 for the
last fiscal year’s OPTAR will only be maintained from
October through March.

OPTAR DOCUMENT TRANSMITTAL
REPORT

The ship is required to send an OPTAR Document
Transmittal Report NAVCOMPT Form 2156 to the
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DAO on the 10th, 20th, and the last day of every month.
See figure 10-17 for an example. A transmittal may be
skipped, however, if there are no documents to be
submitted contained in the holding files.

The OPTAR recordskeeper maintains holding files
as specified in the NAVSUP P-485.

When a fiscal year ends, the funds for that year
“expire.” That is, they are no longer available for
placing new orders. However, the accounts for these
funds are held open for adjustments for another 2 years
making a total of 36 months over which detailed
accounting is performed. However, in accordance with
the objective to require only the minimum amount of
accounting and reporting to be performed by the
operating forces, the DAOs perform the OPTAR
accountiug following the first 18-month period.

To assure the Defense Accounting Office that it has
received all transmittals a ship sends, the ship is required

to number each transmittal in sequence in block “A of
the NAVCOMPT Form 2156.

Block “B” of the NAVCOMPT Form 2156 (figure
10-17) shows the period covered by the transmittal.
This period starts the day after the previous transmittal
was sent and ends the day the current transmittal is put
in the mail. Note that the caption for block “B” requires
the dates to be written in Julian form.

The OPTAR recordskeeper should maintain
number control logs for the OPTAR document
transmittal. See figure 10-18 for an example.

Even though a copy of every OPTAR Document
Transmittal Report is kept by the OPTAR
recordskeeper, certain information should be duplicated
in the control log for handy reference. In the log (figure
10-18), the “Net Value” column is designed for the
fiugre computed on the NAVCOMPT Form 2156. The
“Cumulative Total” column is intended for a running
total of the “Net Value” column. The usefulness of these
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OPTAR DOCUMENT TRANSMITTAL REPORT
NAYORNPT FURM 2188 (REY. 7-70)
0304.1.7-704-0001

MYCOrT Na.I1e
i) 24NTI IEAI IO COBE

FRO4:  ~OMMANDING OFFICER

USS DUARTE (DD §5l)

1% cOMMANDING OPFICER (CODE - AF)

FLEET ACCOUNTING AND DISBURSING CENTER

SAN DIEGO, CALIFORNIA 92132

A, TRANSIITTAL MBER N. AAIAM DAIE (Frea) = TTe)
918/4 4111 | " a120
CAPTION MUMBER OF OOCUMENTS MONEY VALUE
1. OBLICATION {OMARGEASLE) DOCLMENTS {(FILE 1) 4 169.9’
2. CONE IMED CANCELLATIONS (FiLE 1) 1 78.48
TETAL BET vALUE OF () nines 2) 91,58
D. RETUMNED (MAFC ACTION OMLY! DOCUMENTS (FILE I} 2

NEwAs: RETURNED DOCUMENTS

1. SUMMARY FILLED ORDER/EXPENDITURE DIFFERENCE LISTING (3-384)
R

2. AGED UNPILLED ORDER LISTING

(OR CARDS) (3-849)
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0
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Figure 10-17.-OPTAR Document Transmittal Report NAVCOMPT Form 2156.

OPTAR DOCUMENT TRANSMITTAL NUMBER CONTROL LOG
FISCAL YEAR 1984

Cumnlative

Period
n Total

Fnding Fet Value (1-2)

001/4
[ 002/4
[03/4
004/4
005/4
00674
00774

009/4
010/4
011/4
012/4

D73 V.l

y - AJ

0BNPOOT{

Figure 10-18.-OPTAR document transmittal number
control log.

columns is demonstrated in NAVSO P-3073,
Budget/OPTAR Report.

A separate number control log should be
maintained for the funds of each fiscal year. Each log
should have room for transmittals prepared after the
funds have expired.

BALANCING THE OPTAR LOG

Before the OPTAR Document Transmittal Report
is submitted to the supply officer for signature, the
Requisition/OPTAR Log must be balanced. The first
step is to draw a double line underneath the last entry in
the log. Then refer to NAVSO P-3073 for detailed
instructions on the process of balancing the OPTAR
Log.

BUDGET/OPTAR REPORT

The Budget/OPTAR Report, NAVCOMPT Form
2157, is designed to provide status on the ship’s funds
to the DAO and the ship’s type commander. It is
prepared each month for the current fiscal year’s
OPTAR (and the first prior year’s OPTAR for report
months October through March). The Budget/OPTAR
Report will normally be used to prepare and support the
message “Budget/ OPTAR Report” which is sent to the
DFAS. The Budget/OPTAR Report is retained on board
to confirm that the message “Budget/OPTAR Report”
was sent to the DFAS.

However, under two conditions the Budget/OPTAR
Report must be submitted to the DAO and a message
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“Budget/OPTAR Report” will NOT be sent. These two

conditions are:

1. If the ship is operating under a condition
“MINIMIZE,” preventing the transmission of
such messages; or

2. If the ship is in the immediate vicinity of the
DAO.

If either of these two conditions exists, the
Budget/OPTAR Report should be submitted not later
than the first workday of the month following the month
to be reported.

If neither of the two above conditions exists, then
the Budget/OPTAR Report should be used to prepare
and support the message “Budget/OPTAR Report”
which must be transmitted no later than the second
calendar day of the month following the month to be

reported. See figure 10-19 for an example of a
Budget/OPTAR Report. NAVSO P-3013 contains the

details of preparing the report.

Deficiency and Consumption Data

This section of the report is used by the type
commander (TYCOM) to determine the material
readiness of ships and commands. This section is filled
out only for current year funds. It is left blank for prior
year funds. Figure 10-20 shows this part of the report
and the source of the required information.

Depending upon the organization of the ship’s
supply department, the OPTAR recordskeeper may or
may not be responsible for obtaining the information
needed to till out this section. Whether or not
responsible, the recordskeeper should know how to do

BUDGET/OPTAR REPORT
RAYCOMPT FONM 2157 (Rev. )-
$/N 0104.705.0003

1) NOTE:

2. REPORTING ACTIVITY

information requested on this report
applies to BOTH SHIP FORCES and to

AYJATION FORCES, EXCEPT where indicated.

3. UNIT IDENTIFICATION CODE[4. 08 mUNBER
RO5504

NAYCOMPT 7303~ 15

~ MORNTH END)
30 SEPT 1984

USS DUARTE (DD 901)

ONLY AVIATION FORCES FILL IN BLOCKS & & 7

6. PERMANENT UNIT COOE Y- TYPE OPYAR]

- 10: COMMANDING OFFICER (CODE - AF)

SAN DIEGO, CALIFORNIA 92132

FLEET ACCOUNTING AND DISBURSING CENTER

CONTRON (ODE
(1] spplicsble)

- o

1. 4 heredy certify that docvee e |12. ComaAnD ieqetare)
TN AN A date <
St

BUDGET/OPTAR REPORT

NAYCONPT 7303- 18

NOTE: Information requested on this report
NAYCONPT FORM 2157 (Rev. |-72) apelies to BOTH SHIP FORCES and o T T BT
S/N 0104-705-000) AVIATION F EXCEPT where indicated. | 30 SEPT 1984
2. REPORTING ACTIVIYY 3. Uslorzlan‘ﬂéﬂflclflﬂ COOE}4. 00 NUMBER
USS NEVERSAIL (AD 46) ONLY AVIATION FORCES FILL IN BLOCKS 6 8 7
6. PEMMANENT UNIT CODE 7. TYPE OPTAR|

?- 70: COMMANDING OFFICER (CODE ~ FOFA)

NORPOLK, VIRGINIA 23511

FLEET ACCOUNTING AND DISBURSING CENTER

CONTY (<. .3
(1] epplicadle)
. — . A Tyt s Sl s g "‘.,‘,.,‘,/v-/l»’4

NOTE: The filled-in blocks of the illustrations above are sclfcxplanatory. OPTAR

recordskcepers

in Pacific Flect ships inscrt

“Commanding Officer

(Code-AF), Fleet Accounting and Disbursing Center San Diego, Califomia
92132” in the address block. OPTAR recordskecpers in Atlantic Fleet ships
inscrt “Commanding Officer (Code FOFA), Fleet Accounting and Disbursing

Center, Norfolk, Virginia 23511” in the addressee block.

Figure 10-19.—Budget/OPTAR Report.
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Figurel0-20.-Part 1, Badget/OPTAR Report.

it in general terms. Refer to NAVSO P-3013 for
detailed instructions for completing the report.

OPTAR Data

The amounts reported in Part 2 are taken from the
Requisition/OPTAR Log just as shown in figure 10-21.
All differences are entered from the corresponding
column of the log. Each entry in the “Difference”
column must indicate whether it is a plus or minus
difference to prevent error when totaling the column.
The total should also be marked plus or minus.

Because of increased budgetary requirements under
Zero-Based Budgeting concepts, type commander and
fleet commanders need a full fund code breakout on
OPTAR funds use to adequately compile information for

budget formulation and execution. The
Budget/OPTAR Report (NAVCOMPT Form 2157)
submission (or message sent in place of the
NAVCOMPT Form 2157) must be modified to display
all fund codes along with attendant cumulative
obligations, differences, and gross adjusted obligations.
As are result, there will be a full code display on the
Ship/Staff Status Report. The Budget/OPTAR Report
will be completed in accordance with the NAVSO
P-3013 as modified.

As you study figure 10-21, you can see that the
difference is an adjustment to the obligations and affects
the OPTAR balance.

To verify the entries in block 22 of the
Budget/OPTAR Report, the OPTAR recordskeeper can
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Figure 10-21.—Part 2, Budget/OPTAR Report.

make a comparison between the number control log and
the Part 2 total. If the OPTAR recordskeeper does not
maintain a cumulative total column in the number
control log, the recordskeeper can achieve the same
comparison by adding together the total net values of
the retained copies of the OPTAR Document
Transmittal Reports for the same fiscal year.

Transmittal Letter

Part 3 provides a recap of transmittal letters to the
DAO for the month. The total shown Part 3 is the net
total obligations for the month and must equal the
difference between Part 2, block 22, for the current

month and that reported for the previous month. This
figure can be obtained from the “Net Value” column of
the number control log as illustrated in figure 10-22.

Remarks

In filling out the Budget/OPTAR Report on type
commander funds, the OPTAR recordskeeper prepares
the bottom portion of the report as shown m figure
10-23.

MESSAGE OPTAR REPORT

Except when a ship or unit is in the immediate
vicinity of the DAO or during periods of message
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Figure 10-22.—Part 3, Budget/OPTAR Report.

MINIMIZE, a message report of Budget/OPTAR data
should be submittedin lieu of the Budget/OPTAR
Report (NAVCOMPT Form 2157). The message report
is submitted to the DAO, with a copy to the type
commander, no later than the second day of the month
following the end of the month being reported. Current
and prior year OPTAR reports and any other related
information prescribed by the type commander should
be included, but each OPTAR and other specific
categories of information will be reported in separate
paragraphs of the message. When a message report is
submitted, confirming Budget/OPTAR Report
(NAVCOMPT Form 2157) will not be submitted. The
message should be prepared in the following format:
(NOTE: For obligation data, columnar headings (21),
(22), (23), and (24) corresponding to block headings of
the NAVCOMPT Form 2157.) See figures 10-24,
10-25, and 10-26.

Message Reports

Subparagraph A (OBLIGATION DATA) will
always show the obligation data contained in blocks
(21), (22), (23) and (24) of the Budget/OPTAR Report
(NAVCOMPT Form 2157). The amounts should be
given in numerals rather than being spelled out in
words. Figure 10-27 shows how the data in blocks (21),
(22), (23) and (24) of the Budget/OPTAR Report
(NAVCOMPT Form 2157) are shown in subparagraph
A of the message.

Subparagraph B of the message (TRANSMITTAL
DATA) should always show the Transmittal Letter
(NAVCOMPT Form 2156) data contained in blocks
(29) and (30) of the Budget/OPTAR Report
(NAVCOMPT Form 2157). Figure 10-28 shows how
the data in blocks (29) and (30) of the Budget/OPTAR
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Figure 10-23.-Certification section, Budget/OPTAR Report
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Figure 10-25.-Message OPTAR Report (subparagraph A).

10-25

Report (NAVCOMPT Form 2157) are shown in
subparagraph B of the message.

Subparagraph C of the message (GRANTS FYTD)
should always show the amount of the OPTAR grant
fiscal year to date as contained in block (31) of the
budget/OPTAR Report (NAVCOMPT Form 2157).
Figure 10-28 shows how the amount in block (31) of
the Budget/OPTAR Report (NAVCOMPT Form 2157)
is shown in subparagraph C of the message.

Subparagraph D of the message Summary Filled
Order/Expenditure Difference Listing (SFOEDL
PROCESSED) will always show the month and year of
the last SFOEDL applicable to the OPTAR identified
which has been processed by the OPTAR recordskeeper
as shown in block (33) of the Budget/OPTAR Report
(NAVCOMPT Form 2157). Figure 10-28 shows how
the date contained in block (31) of the Budget/OPTAR
Report (NAVCOMPT Form 2157)